Sample:
Dane County Humane Society Cat Rounds Procedure


· Print out location view for all cat areas
· Cat admitting
· Emily’s Room
· Kitty Kottage 1
· Kitty Kottage 2
· Adoption Center
· Adoptable
· Pre-Adoptable
· Quarantine
· Stray Isolation
· Isolation
· Verify locations, stages, holds
· Locations 
· verify booking number and cage assignment in each area
· circle those that are listed in an area but are not present in assigned cage – investigate if not located during the remainder of rounds
· write down the numbers of cats found in cage but not currently listed – review PP record to determine cause of discrepancy (i.e. foster return not yet returned in PP) further investigate after rounds if not cleared up during the remainder of the walk through (i.e. possible redemption not booked out, double booking)
· Stages
· Stray period:  all cats during the 7 day stray hold period unless
· Open Selection with med OK 
· Available – pending stray period:  Open Selection cats w/ a med ok
· Pending Assessment – Behavior & Medical:  surrendered cats that do not have a med OK, cats that have completed the stray period but have not been assessed behaviorally and do not have a med OK
· Pending Assessment – Medical:  surrendered cats or cats that have completed their stray period, have been behaviorally assessed but do not have a med ok
· Available:  cats that are property of DCHS and are behaviorally and medically ok’d for adoption
· Available – Adoption Hold:  cat is property of DCHS, has a med ok and has an adoption hold
· Medical Quarantine:  cats that are property of DCHS and have hairloss that makes them a fungal concern (red tags)
· Protective Custody:  cats that fall into the ‘stray – abandoned’ category and impounded/seized cats. (green lines on card)
· Treatment – Medical:  cats that belong to DCHS, have a med OK, are not currently available for adoption and are actively being treated for a medical issue (e.g. URI, ear infection)
· Bite Quarantine:  cats that are property of DCHS and being held for a bite quarantine
· Waiting for Pick-up Breed Rescue:  cat is property of DCHS and arrangements have been made to transfer cat to a rescue organization
· SAAV Program – cat is enrolled in the SAAV Program
· Holds – location view report will identify if an animal has a hold but does not indicate what the hold is for.  Holds should be reflected on cage card.
· Stray Finder’s hold:  finder interested in adopting at end of stray period; should be circled or highlighted on front of card
· Last Hold:  person wants to be notified prior to euthanasia if euthanasia is elected; should be circled or highlighted on front of card
· Dental Hold/Medical Hold:  reason for hold should be written on the back of the cage card and entered in the notes section of the hold in PetPoint
· Adoption Hold:  laminated tag indicating adoption hold should be behind cage card – top portion showing “adoption hold” or “OS Adoption Hold”
· PC Hold:  placed for all cats with stage of Protective Custody; stage of PC and green lines on cage card
· Bite Hold:  placed for all cats being held during a bite quarantine; bite case/date should be documented on front of cage card
· Favorite Hold:  usually placed by a staff member or volunteer, indicates they would like to be notified prior to euthanasia so they may be present or have the opportunity to say goodbye (not really used but is possible – could be added to front of cage card; MUST be added to file and PP)
· Spay/Neuter Hold:  rounds crew places S/N holds for all cats that are available, unaltered, DCHS property or will become DCHS property the following day.  S/N holds can get placed Friday for any cat that becomes DCHS property Saturday, Sunday, or Monday since in-house S/N surgeries are not performed over the weekend.  Additional direction or information is added to the notes section of the S/N hold (see below)
· Has adoption hold – entered in the notes section for any unaltered cat that has an adoption hold if DCHS property or OS cat that will be DCHS property the following day
· Recovering URI, wait for adoption hold – entered in the notes section for unaltered cats moving out of isolation or stray isolation if DCHS property or OS cats that will be DCHS property the following day
· Active URI, needs S/N contract - entered in the notes section for unaltered cats that are available for adoption from isolation or stray isolation while on URI treatment
· Needs scar check – entered in notes section for female cats that are DCHS property and based on one or more of the following: body condition, size, haircoat, declawed status it is suspected cat is already spayed 
· Pregnant! – entered into notes section for cats that are property of DCHS or will become property of DCHS the following day and are pregnant 
· Special notes – special notes can be added if rounds crew is aware that additional checks or procedures are needed at the time of S/N.  examples include:  needs ears cleaned at time of S/N, needs deciduous canine removed at time of S/N, needs umbilical hernia repaired at time of S/N.  Also good to include other known holds, such as medical or dental holds.
· In shelter move lists – cats moving from cat admitting are not included in this list; AMS may add cats that are ready to move out of ICU
· Adoptable – list of cats not currently housed in adoptable that are ready to move to an open adoptable cage (if a cat needs to be tested “test’ should be written next to the cage # on the move board – carestaff will not move until admit staff tests the cat and erases the ‘test’ indication from the board)
· Adoption Center – prioritize for shy/scared cats and/or pairs – rounds decision based on population or feedback from AC staff.  (if a cat needs to be tested “test’ should be written next to the cage # on the move board – carestaff will not move until admit staff tests the cat and erases the ‘test’ indication from the board)
· Pre-adoptable – any cat that can be moved from current location (quarantine, stray isolation, isolation) but is not ready to be available for adoption (indicate cage must be covered) OR is ready to be available for adoption but there are no available adoption cages (indicate cage should be uncovered)  (for ‘uncover’ cages - if a cat needs to be tested “test’ should be written next to the cage # on the uncover list – carestaff will not uncover until admit staff tests the cat and erases the ‘test’ indication from the board)
· Quarantine – any cat that has become fractious and is difficult to handle in adoptable or pre-adoptable; any red tag (fungal) cat in isolation or stray isolation that is ready to move out of isolation; bite case that is currently being housed in an adoptable area
· Stray isolation – cats in stray holding or protective custody period exhibiting URI symptoms
· Isolation – cats that are DCHS property exhibiting URI symptoms (it is preferred that these cats be medically ok’d prior to investment of treatment – a med ok exam may have been done but an issue found and reported on med board.  Move to isolation should not be delayed pending a med ok exam but an exam or follow up of med board entry should be prioritized to reduce treatment of cats that are not adoption candidates)
· Uncover – indicates a cat in PA can be visible to the public and available for adoption, cage can be uncovered and an adoption cage card added to outside of cage.  (if a cat needs to be tested “test’ should be written next to the cage # on the move board – carestaff will not move until admit staff tests the cat and erases the ‘test’ indication from the board)
· Cover – indicates a cat currently visible to the public is not yet ready to be available for adoption and cage should be covered 
· Observe all cats for developing URI symptoms in non-isolation areas – special focus on those with a green URI tag
· Without touching the cat assess for any obvious nasal discharge or sneezing
· Consider cat’s appearance (does he/she look sick?)
· Scan cage walls for signs of sneeze marks
· If cat appears healthy check date on green tag – if tag added under 5 days ago leave tag on cage; if tag added 5 or more days ago remove tag from cage and place in bin for “to be cleaned” tags
· If cat is showing signs of URI add to your move to isolation list (stray isolation if in stray holding or protective custody period)
· If a cat exhibiting URI symptoms did not have a green tag, add a green tag and complete a URI tracking sheet entry
· Determine if any cat currently unavailable is ready to be available in all of the below locations (following rounds move all files of newly available cats to Adoption Center)
· Emily’s Room, Kitty Kottages, Adoption Center, Adoptable – surrendered cats and stray cats considered OS candidates by admit staff
·  if med ok completed can be made available or available – pending stray period (OS) respectively
· If med ok not completed add to med ok list
· Pre-adoptable – stray, surrendered or protective custody cats; can include fungal cultures and bite cases
· Determine why cat is not currently available (behavior, medical, required holding period)
· If behavior has changed and can be available adjust stage, add to test list if not yet tested and add to move list as appropriate
· If medical issue has resolved, med ok has been completed, or a medical/dental hold has been placed and cat cleared to be available adjust stage, add to test list and move list as appropriate
· If PC period is up adjust stage and add to move list as appropriate
· Quarantine – stray, surrendered or protective custody cats; can include fungal cultures and bite cases
· Determine why cat is not currently available (behavior, fungal, bite case)
· If behavior has changed and can be available adjust stage, add to test list if not yet tested and add to move list as appropriate
· If fungal culture is ready to check add to list (see fungal culture checks below)
· If bite case is ready to be signed off, add to list and notify vets.  Once you verify that sign off has happened add to test/move lists as appropriate
· Stray Isolation and Isolation - stray, surrendered or protective custody cats; can include fungal cultures and bite cases
· Review treatment sheets and observe cat in cage
· Assess response to prescribed treatment
· Assess appetite
· Adjust medications per URI protocol if symptoms worsening on current treatment
· If new issues noted, start treatment per protocol or add to med board for vet exam as appropriate
· Based on reported response to treatment determine when cats are ready to move out of isolation
· To adoptable (DCHS cats or stray OS cats with med Ok)
· To pre-adoptable (need further medical or behavioral assessment, holding period not complete and not OS candidate, adoptable overflow) 
· To quarantine (red tag cats, active bite case)
· Create test list – cats in need of testing (FeLV, FIV/FeLV, scar check, culture woods exam) must be added to the test list clipboard in cat admitting
· Verify that all available cats have been tested for FeLV or FIV/FeLV, cultured, woods examined as appropriate per protocols during rounds walk through.
· FeLV:  all kittens under 6 months that are available for adoption; if not yet available are being considered for adoption and become DCHS property that day, including fungal cultures and kittens on URI treatment.
· Combo (FIV/FeLV):  all cats over 6 months that are available for adoption; if not yet available are being considered for adoption and become DCHS property that day, including fungal cultures and cats on URI treatment.
· Scar check:  female cats of unknown spay status that are DCHS property, are being made available for adoption but based on one or more of the following: body condition, size, haircoat, declawed status, it is suspected cat is already spayed
· Senior cats are not tested until a senior exam has been completed and cat has been ok’d
· Culture:  cats that were too angry to be cultured at intake but are now friendly
· Woods exam:  cats that were too angry for woods exam at intake but are now friendly
· Bite cases are never to be tested for FeLV or FIV during the quarantine period
· Create foster list – mostly kittens that are too small for S/N, need URI treatment or socialization
· Make a list including cage #, animal id#(s), reason for foster
· Add foster candidates to foster list (g:drive/Foster.Foster REQUEST log/Foster Request Log 2 – THIS ONE)
· Email Jennifer, AMS Programs Supervisor (copy Ryan, Erica, Katie, Sarah, Miranda, Jessica C., dchsfoster) that additions have been made to the foster list
· Fungal Culture checks
· Fungal cultures for red tagged cats need to be checked 10 days after the culture was started.  
· During rounds create a list (based on date on red tag and cage card) including cage #, animal id#(s), date of culture, action to take if culture is negative (e.g. move to adoptable, add S/N hold)
· Check DCHS In-House Culture 2012 Spreadsheet (g:drive/AMS/Ringworm/2012 DCHS IN HOUSE)
· Read Only
· Be sure the correct month tab is selected for the culture you are looking up
· Use the find option to search for the booking number
· Document the week 1 reading and take the following action:
· Ng = no growth.  Go to FIT Center Derm Lab and look for culture plate in incubator – if still no growth on or after day 10 culture can be considered negative
· C = contaminant.  Go to FIT Center Derm Lab and look for culture plate in incubator – if only growth is contaminant culture can be considered negative.  If unsure hold for week 2 reading.
· HC = heavy contaminant.  All red tag cats that have week 1 reading of heavy contaminant need to be re-cultured.  
· Add to test list in cat admitting or do yourself – keep in mind this means the cat will be held until day 10 of this new culture so if admitting will not get to it that day taking the culture yourself can save that cat extra time waiting on culture results.
· Update the Action Plan by finding the animal id# in the “needs to be re-cultured” section and add “recultured – date” in the notes section. section(g:drive/AMS/Ringworm/ActionPlans/2012 Action Plan)
· If negative remove red fungal tag from cage, cross off hairloss notation on cage card, date, and initial +/- add to move board, +/- add S/N hold as appropriate.
· Create AC West/Mounds transfer list
· The following must be true for a cat to be considered as an AC West candidate during rounds:
· DCHS property
· Spayed/neutered
· No medical or dental holds (some dental holds being considered)
· The following must be true for a cat to be considered as a Mounds candidate during rounds:
· DCHS property
· Spayed/neutered
· No medical or dental holds (some dental holds being considered)
· Cultured 10 or more days ago – culture negative
· No known issues with other cats
· Post rounds investigation into individual transfer candidates
· Review daily observation forms – must be eating well, defecating and urinating.
· Review PetPoint records for the following and facilitate completion prior to transfer if not already done:
· FVRCP vaccine
· Woods exam
· Culture taken (10 or more days ago if being considered for Mounds)
· S/N status
· Revolution
· Rabies vaccine
· Microchip
· Check for any pending med board exams
· Check for any holds that would prevent transfer 
· Add cleared candidates to AC West/Mounds Transfer list on g:drive (g:drive/Cat Rounds/AC West/Mounds Transfer list)
· Email list of candidates to AC West and Mounds contacts – indicate if additional items still need to be addressed and whether you are able to address them prior to transport (e.g. – needs chip, rabies vx)
· Euthanasia list – add euthanasia candidates to a list for follow up after rounds
· Find animal file, review for any holds
· Review PP notes/holds
· Adjust intake/outcome asilomar as appropriate
· Enter euthanasia memo
· Sign off in animal file
· Place in ORE/OPE slot up front
· Cats in Need (CIN) Candidates – identify cats that are in need of individualized attention to help them with acclimation to the shelter (e.g. shy, stressed, scared cats)
· Ideally identify as close to intake date as possible
· Report to Miranda so she can assign a caretaker
· Assess progress of current CIN cats as surrenders reach day 3-4 of their stay and strays near the end f their stray period – CIN notebook in puppy kitchen
· Medical mysteries – at times a cat may be held up pending a medical exam or procedure.  The status of these exams/procedures is usually evident in PP notes and on back of cage card – if the next step is not evident:
· Add to medical ?s list – include cage #, animal id#, question or issue
· Email to vets, rest of rounds crew and Ryan following rounds
· Behavioral questions – cats that needed time to adjust to the shelter environment should be reassessed behaviorally so a determination can be made if the cat is an adoption candidate, rescue transfer candidate or euthanasia candidate
· Surrenders – 2-4 days after moving into current location; time variation based on population; if improvement noted period can be prolonged if population allows
· Strays – at any time during stray period but prioritize prior to end of stray period.




*See next sheet for breakdown of rounds follow-up duties – this list will be easier to use for follow-up purposes but may need some adjusting based on recent changes.  
Rounds Follow-up Duties Breakdown

Some of these duties have been incorporated into the rounds walk through due to wireless internet and the laptop/cart.  Investigation of anything PP related can be done while on rounds and cage cards updated promptly.  Other lists still require tracking during rounds and post-rounds follow up.

General
1. Make PetPoint changes: stages, sexes, names, locations, check holds.
2. Make test list but confirm these cats have not already been tested.  Make sure that adoptable cats whose cards do not indicate a test has been done are actually tested, and update cage cards.
3. Investigate mysteries (e.g. strange surrender reasons, verify PC/stray letters, etc.) and record on cage card as needed.
4. Start cats on meds (if not moving to isolation) and ensure newly discovered URI cats have a green tag and a tracking sheet entry.
5. Add foster candidates to request log on g:drive and email group to notify of new additions.

Medical
1. Check PetPoint and Med Board notes for medical hold-ups (e.g. senior checks).  Ensure all Med Board entries necessary are actually entered.  If something is time-sensitive or has been overlooked, e-mail or talk to a DVM.
2. Check fungal culture statuses.  If cleared, make appropriate changes on Move Board, cross out hairloss notation on cage card, date and initial, and remove the red fungal tag from kennel.
3. Do med checks according to schedule.
4. Bring medical euthanasia candidates’ files to a vet; update PetPoint memo/asilomars; put in euthanasia file up front.
5. Place spay/neuter holds with any special notes in the notes section (possibly pregnant, going to FOF, etc.).
6. Check re-vaccination/dewormer/revolution report.  Administer vx and add dewormers to floor meds binder. (Jessica C. and Miranda will remain as primary responsible parties for this duty although on days that neither of them are here other rounds members will be expected to step into this role)

Behavioral
1. Bring behavioral euthanasia candidates’ files to Sarah Hinkes; update PetPoint memo/asilomars; put in euthanasia file up front.
2. Review cats with LBP and formulate plan.
3. Handle/attempt to med check cats who are behaviorally questionable.
4. Review Cats in Need progress notebook and update, including entering web bios once submitted.
5. Send Camp Pawprint candidates to Ross/Julie. (seasonal)

Transfers/Adoptions
1. Bring newly adoptable cat files to Adoption Center and inform them of any ready finder’s hold and Breed Matching cats.
2. Investigate long-standing adoption holds.
3. Give AC list of Iso/S. Iso available cats.
4. Investigate potential AC West/Mounds candidates (daily tracking sheets and PP records)
5. Contact alternatives or tell point person to do so: FOF, SftS, and SPCR (Jessica C.); last holds (Sarah H.); finder’s holds (Adoption Center); foster team (Rounds crew); and satellite centers (Rounds crew).

Group Duties
1. Fill out Move Board.
2. Try out cats in Emily’s Room/Kitty Kottages.
3. Attempt to test cats who have exhibited difficult behaviors during previous attempts.


This sample courtesy of Dane County Humane Society 
www.giveshelter.org 
		
