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This is your personal copy of the [Enter Name] Animal Control Services Standard Operating Procedures (SOPs) Manual. SOPs are a key tool for the operation and management of the [Enter Name] Animal Shelter. They establish a baseline for how all staff and volunteers perform routine shelter tasks. The consistency and predictability that SOPs can provide helps make life less stressful for the animals — and for people, too. 

The Standard Operating Procedures were written with everyone’s input, and all staff are accountable for following them. These SOPs enable us to be consistent about expectations for every employee and volunteer to determine whether performance meets, exceeds, or falls short of expectations. Be sure to read the entire document and then review the sections that relate to your job. Discuss any questions that you have with your supervisor.

The SOP manual is a ‘living’ document that will be updated as we identify better ways of doing our jobs and responding to the needs of the animals in our care and of the human community we serve. The formal procedure for suggesting and making changes to SOPs is outlined below. The Superintendent of Animal Services will have the master and current copy of the SOPs.

Process for changes, updates, or clarifications to the SOPs:

To avoid confusion and inconsistency, only the Superintendent can make the actual written changes to the SOPs. However, all staff can suggest changes as described below:

· If you have suggestions for change, deletions, or additions, ask your supervisor to include SOPs on the agenda of the department monthly staff meeting. 

· After discussion with the entire department, the department supervisor advises the Superintendent of his/her team’s suggestions or needed clarification. 

· The Superintendent evaluates the requested change and if necessary discusses it with the Director of Parks and Recreation. 

· If the Superintendent and the Director agree to make the change, that section of the master SOP manual (both electronic and physical copy) is updated with the new wording and instruction. 

· A memo then goes out to the entire staff with a summary of the update, and the page and section number that was updated. Each staff person also receives a printed copy of the new revised section for the staff member to update their own manual.

This manual is the foundation for the continued excellent performance of our staff and the organization. The manual will be used as a training document throughout the agency. We strongly encourage you to review the SOPs in your department staff meetings on a regular basis, Supervisors are responsible for ensuring that their staff understand and follow the SOPs that apply to their roles in the agency. 

Thank you for all the hard work you do each day for the animals in our care.

Sincerely,

Melvin Sparks III



     Brian Petree
Superintendent, Animal Services

     Director, Parks, Recreation & Community Services
City of [Enter Name]
Animal Control Services

MISSION STATEMENT

The [Enter Name] Animal Shelter promotes and protects public safety and animal care through sheltering, pet placement programs, education and the enforcement of all local and state animal laws.

VISION STATEMENT

Our purpose is to provide responsive, effective and high-quality animal care service that preserves and protects public and animal safety alike.

Our philosophy is to promote responsible pet ownership, compassion toward animals and safe human-animal interactions.

Our position is, as the agency responsible for animal-related public safety, to achieve our mission through the shared core values of professionalism, integrity, responsibility, compassion, commitment, accountability and community partnerships.

ACKNOWLEDGEMENT OF RECEIPT

 I have received my copy of the [Enter Name] Animal Control Shelter Standard Operating Procedures (SOPs).  I understand and acknowledge that it is my responsibility to read and familiarize myself with the policies and procedures contained in the SOPs.

I understand that any and all policies and practices can be changed at any time by the City.  I understand and acknowledge that failure to comply with the SOPs can result in disciplinary action up to and including termination.

Employee’s/Volunteer’s Signature _________________________________________

Employee’s Printed Name _______________________________________________

GENERAL SHELTER PROCEDURES
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HOURS OF OPERATION

General
The hours of operation are designed to ensure that all domestic and wild animals are properly and humanely cared for and that the public has adequate and ample opportunity to conduct business at the [Enter Name] Animal Shelter.

Public Business and Adoption Hours 

The Shelter is open for all animal-related services during the following hours: 9:00 a.m. – 6:00 p.m., Tuesday –Thursday and 10:00 a.m. – 4:00 p.m. on Saturday.

Emergency Service After Hours

The Shelter provides animal services 24 hours a day, 7 days a week for animal emergencies every day of the year.  After hours is defined as after 6:00 pm and before 8:00 am each day.  The criteria for an “after hours call out” is as follows:

· Mutual Aid for Fire/Police

· Injured Animals

· Dog or Cat Bite

· Loose Livestock

· Venomous
Definitions

· Animal Control will respond to all requests of service from Riverside Sheriff or Cal Fire.
· Injured animals are animals that have visible serious injuries or are in need of immediate medical care.
· A loose dog or cat bite is a bite or scratch that breaks the skin and the animal is not contained, thereby still loose and threatening public safety.
· Loose livestock are the following:  horses, bulls, cows, pigs, llamas, goats, or other farm animals and wildlife causing a public safety issue.
VOLUNTEERS

· Registering as a volunteer.  The volunteer will go to the City of [Enter Name] website and fill out a volunteer application and a liability waiver form.  The application is submitted electronically to the City and the signed waiver is turned into City Hall.  All volunteers age 16 and up will need to receive a “Live Scan” before volunteering.  Volunteers under the age of 16 do not need to receive a “Live Scan”, however, the adult guardians who will be volunteering alongside them will need to receive a “Live Scan” prior to volunteering.
· Volunteer rules and regulations.  
· Every time a volunteer comes to volunteer, they either log their hours on line through the volunteer system (preferred method), or sign in and out of the volunteer notebook located at the front counter.
· Volunteers shall dress in approved apparel.
· Volunteers will receive a volunteer badge to wear until they complete 50 hours of service.  After completing 50 hours of service they will receive a volunteer T-Shirt.  Once receiving the T-Shirt, the volunteer is required to wear it at all times while volunteering.
· Volunteers are not allowed in the following areas unless a shelter employee is present:  Exam, Dog or Cat Quarantine, Livestock area.
· Volunteers under the age of 16 are only permitted to volunteer with a parent or legal guardian present at all times.  Parents and legal guardians are also required to fill out the volunteer application and liability waiver.
· Volunteers with physical and/or mental disabilities must have a parent or guardian present at all times and may not be allowed to handle animals.
· Only volunteers that have been staff trained may handle large dogs.
· If a volunteer becomes injured while volunteering at the shelter, the shelter staff is required to fill out an incident report.
· Volunteer duties.  All volunteer duties are determined by either the senior kennel staff, or the senior administrative clerk.  Following are some examples of duties a volunteer might be expected to perform.
· Showing adoptable pets.
· Assist with special events such as pet adoption events, fundraiser events, rabies clinics and educational programs.
· Exercise, feed and groom pets.
· Perform clerical duties
· Take pictures of the animals.
· Assist the staff in ways that would help promote the department’s image and goals.
COURT WORKERS
The following is a guideline on how to handle those in our Work Release Program (court workers):

Signing in
Court workers should be signed in every morning at 7am. All of the sign in paperwork will be located in the court worker notebook. Make sure the sign in sheet is filled out by the present court workers. The roster and hours log should be filled out by staff and I.D.’s should be collected. 

· Place the “sign in” sheet on the table for the court workers to sign. 

· Collect the court workers I.D.’s and issue them a vest. 

· Fill out the roster according to the directions atop. 

· Fill out the hours log with the date, 8 hours and your initials (this is for shelter records only). 

New Incoming Court Workers
Court workers that are signing up with the [Enter Name] Animal Shelter for the first time or returning from a break or “FTA” will have additional paperwork to fill out. All additional paperwork will be located in the back of the court worker notebook for the daily people and in front of the files for the hourly people. 

· Daily Sign in Check List

Collect valid I.D. if possible (photo copy I.D. for new people)

Have them sign in on the sign in sheet

On the hours log write the date, 8 (for a full day) and your initials

Mark the roster appropriately

Issue a vest to all court workers if possible

Please note the hourly log for the daily people is for our records only

· Hourly Sign in Check List

Collect valid I.D. if possible (photo copy I.D. for new people)

Sign their hours log with the time they came in

Issue them a vest if possible

The hourly log for the daily people is for the court and not just the [Enter Name] Animal Shelter. Some hourly people may have their own log that needs to be filled out, please fill out the one they have provided as well as the one at the shelter for better record keeping.

When creating a new hours log for daily or hourly people please tape a copy of their photo I.D. to their sheet. The address should be included, not just their picture. 

Signing Out
Those in our daily work release program should be signed out at 4pm everyday. Daily court workers can be given a full days credit any time after 11am and can be made to stay until 6pm; this is at the discretion of shelter staff. Hourly people are to be signed out at the time they leave and cannot return after leaving. This means they cannot leave for lunch and come back. 

· Daily Sign Out Check List

Initial the sign in sheet

Pass back I.D.’s 

Collect vests

If a daily court worker was sent home (FTA) in the middle of the day please be sure to mark the time the left on the sign in sheet, correct the roster, write “FTA” on the hours log and indicate whether or not they should be sent back to the shelter or receive credit for the day. 

· Hourly Sign Out Check List

Write the time the left rounding to the nearest half hour and your initials

Return I.D.

Collect vests

If an hourly worker is FTA in the middle of the day please indicate that on their hours log. 

Completion of Hours or FTA
When a worker has completed their hours, has been sent home or did not show up on their assigned day (FTA) that should be indicated on the roster as well as their hours log. A copy of their hours may be given to them at the discretion of the shelter staff. Before sending any court worker home it is advised that staff check with Animal Control Officer Trainee (ACOT) 

or Animal Care Technician (ACT). 

Working
A daily court worker may show up to work any day they choose to, but MUST show up on the day(s) that have been assigned to them. Daily workers cannot show up more than five days in a row even if the sixth day falls on an assigned day for that worker. If this situation occurs they cannot show up and will have to be FTA for that day. It is the responsibility of the court worker to keep track of how many days they have been working and which days of the week they have been working. They are free to ask staff about their days, but if they don’t and work too many days in a week that is not the fault or responsibility of the shelter staff. Hourly workers can work as many or as few hours and days a week as they choose. However, they must take a 15 minute break after 3 hours of work and a half hour to an hour lunch after 6 hours of work. Their lunch does get deducted from their time, but their break(s) do not. 

· Working Check List

Daily work begins at 7am and ends at 4pm.

First break should be taken at 10am

Lunch should be taken at noon

Last break should be taken at 2:30pm
Minors under the age of 16 will no longer be accepted for the work release program.  Individuals under the age of 16 may sign up with their parent for the volunteer program and volunteer with the parents accompanying them at all times.  Court workers under the age of 18, but over 16 may be accepted to the program.  Employees will do their best to keep them separate from the workers that are over 18.
Breaks
Breaks and lunch should be taken at the preceding times at either the picnic bench near Dog quarantine or at the bleachers under the pole barn. Exceptions to the break times and/or locations can be made via approval by the ACOT or ACT.
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Foster Program

Our foster program provides young, injured, and sick animals a chance to grow or heal before finding their forever homes. 

Animals eligible for foster care:

· Abandoned/ orphaned kittens or puppies that need to be bottle fed.

· Pregnant dogs or cats with reasonable time and treatment.

· Nursing mothers and their babies, with reasonable time and treatment.

· Animals with colds or with special medical needs, with reasonable time and treatment.

· Injured animals recovering from surgery, with reasonable time and treatment.

· Others as approved by the shelter’s superintendent.

Animals not eligible for foster care:

· Animals with serious medical problems.

· Animals with serious aggressive behavioral issues that have the potential to put humans and/or other animals at risk of harm.

· Animals that are going to be available for adoption after their required holding time and do not need any medical or special needs attention.

· Animals that have not been held by the shelter for their required holding period for the owners to claim, unless approved by the shelter’s Superintendent.

Fostering:

· Foster caregivers must be at least 18 years of age and live within the city of [Enter Name], or within a 15 mile radius of the city.
· Foster Caregivers must have a Valid Driver’s License or Photo ID.
· Foster care takers are to complete all forms required by the shelter for the Foster Caregiver program. This includes the Foster Caregiver Authorization Form, Liability Waiver, and Daily Tracker Sheet. No exceptions.

· When an animal leaves the shelter, staff is required to make a note in Chameleon and on the animals impound slip that the animal is in foster care and provide contact information.

· When filling out the paperwork to release an animal into a fosters possession, employees must complete the foster checklist to make sure that all mandatory and required forms are filled out properly, accurately, and bare the signature of the [Enter Name] Animal Control Superintendent.

· When the animal is returned to the shelter after being in foster care, staff is required to make a note in Chameleon and on the animals impound card that the animal is back at the shelter.

· Foster care takers must be able to provide a safe, loving, and stable environment for the foster animal.

· No foster caregiver may care for more than one animal at a time. If the foster caregiver is fostering a litter, the litter may not exceed 3, unless approved otherwise by superintendent.

· Fosters are to provide basic necessities at their own expense.

Important Rules and Reminders:

· No Foster animals are permitted to be taken out to interact with the public, housed outside, or re-fostered without the consent of [Enter Name] Animal Control.

· Foster dogs are required to be on a leash at all times unless in the foster caregivers, secured fenced yard.

· Any aggressive behavior must be immediately communicated to shelter staff.

· Foster care takers must respond within 24 hours to communication from shelter staff.

· [Enter Name] Animal Control may remove an animal from a foster home for any reason.

· The foster care taker is required to bring the animal back to the shelter on the animals specified return to shelter date. 

· Foster care takers do not have first choice at adopting the animal.  All adoptions are conducted first as a lottery and then in a “first come, first served” basis on the date the animal becomes available (See Adoptions).

Promoting Foster Animals

Foster Caregivers are asked not to share pictures or videos on any social media outlets. If during the animals stay with the caregiver they take any pictures that they think will help get an animal adopted they may send those pictures back with the animal where staff can upload them to Petharbor.com or Chameleon to be viewed by the public. 
Paperwork Procedures and Examples
GENERAL POLICY: Foster Animals (Animal) will be released to Foster Caregivers (Foster) upon approval of Superintendent.

PROVISIONS/REQUIREMENTS:

1. All required forms must be completed BEFORE release of Animal

a. Foster Caregiver Authorization

b. Liability Waiver

c. Daily Tracker

2. Animal MUST have the following before release

a. Collar with name and number

b. Two copies of updated Kennel Card with recent picture

i. One copy for shelter records

ii. Second copy stapled to Daily Tracker form (provided to Foster)

3. Before releasing Animal to Foster, obtain the following:

a. Identification (valid CA driver license or ID)

i. Photocopy identification

ii. Ensure information matches completed forms

b. Ensure all forms are completed and signed

c. Complete checklist

d. Sign and date acknowledging the completion of all required forms and procedures

	· Checklist:

· �
	· Foster Caregiver Authorization Form thoroughly completed and signed by Superintendent

	· �
	· Foster Liability Waiver signed

	· �
	· Daily Tracker Policy and Form provided to Foster with copy of Kennel Card

	· �
	· Copy of ID/DL made and information verified with information in Caregiver Authorization Form


	Animal Number/Name:
	
	Species:

	Foster Caregiver:
	
	


I have verified and completed all applicable procedures and acknowledge all documentation as complete for the Foster and Animal identified above.
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Employee Name


Signature
Date

The agreement between [Enter Name] Animal Shelter (Shelter) and Foster Caregiver (Foster) is as follows:

1. Shelter will contact Foster when an animal in need of temporary fostering is available.

2. Foster will humanely take care of animal for a period not to exceed thirty days. (Shelter Superintendent may authorize a fostering period longer than thirty days pending a reevaluation of the animal in need.) Responsibilities include but are not limited to the following:

a. Provide adequate food, water, shelter.

b. Provide medical attention as directed without requesting additional supplies or compensation.

3. At the end of the foster period, Foster will immediately return animal and any provided supplies to [Enter Name] Animal Shelter.

4. Foster understands he/she has no claim or right to Animal.

5. Foster may adopt the Animal in accordance to the Shelter’s “lottery” and/or “first come first served” policy, upon the Animal(s) first day of availability for adoption.

6. While any/all Animal(s) are in the care of the Foster, Foster does not have the right or authorization to alter Animal(s) in any way, including, but not limited to declawing of cats/kittens, cropping of ears and/or tails, spay or neuter, or any grooming alterations that could expose Animal to illness or potential quarantine events.

7. It is imperative Foster understands adheres to all rules while Animal is under his/her care:

a. Animal cannot be taken out to be seen by public.

b. Transfer between other Fosters is not authorized .

c. Take Animal to veterinary, grooming businesses, dog parks, or anywhere Animal could potentially hurt or get hurt by other animals or humans.

8. If a placed Animal regrettably passes away while in the care of the Foster:

a. Immediately inform and return Animal to [Enter Name] Animal Shelter.

b. Do not bury the Animal on your property or dispose of it in any way.

c. Disposing of a corpse of any kind on private property is illegal in the State of California and is punishable by law. It can also lead to fines or other legal action by local law enforcement.

9. Immediately notify Shelter of any change of address or phone number listed below, especially if an Animal is currently under Foster care. If at any time Foster cannot be contacted and there is suspicion of theft of [Enter Name] Animal Shelter property, Foster can be charged to the full extent of the law in pursuit of recovering Animal or un-relinquished supplies/equipment.

10. Foster undertakes stated obligations and responsibilities with no claim now or in the future, of Animals in their care. Furthermore, Foster understands they will receive no compensation, reimbursement, or quid pro quo in exchange for the temporary care of any foster animals. Instead, they acknowledge, understand, and accept they will only be receiving the satisfaction of helping an animal in need.

CITY OF [ENTER NAME] ANIMAL CONTROL
FOSTER CAREGIVER AGREEMENT AND AUTHORIZATION FORM

FOSTER CAREGIVER ACKNOWLEDGEMENT
I acknowledge and understand that becoming a Foster does not give me any form of ownership over any animals in my care. I agree to temporarily provide humane and/or medical care for Animal until the end of foster date. The Foster Caregiver Program is strictly voluntary with no promises for reimbursement or compensation of any kind in exchange for the temporary care of any/all foster animals. In addition, all Foster Caregivers are subject to livescan upon request from City of [Enter Name] Animal Shelter at any time.

I further understand the City of [Enter Name] has the right to seize all Shelter Animals placed under foster care at any time with or without notice. If Foster neglects to follow provisions required in the Foster Caregiver Program, the City has the right to permanently remove individual as an authorized Foster.


Foster Name


Signature
Date

FOSTER CAREGIVER INFORMATION
	Name:
	
	
	State ID/DL #

	
	
	
	Expiration Date:

	Street A
	ddress:
	
	


	City:   

	State:  

	Zip Code:   



	Home Phone#:   

	Cell Phone #   



AUTHORIZATION
[Enter Name] Animal Shelter Superintendent has reviewed all forms and hereby authorizes person identified above as Foster Caregiver.


Superintendent Name


Signature
Date

RELEASE OF LIABILITY AND ASSUMPTION OF RISK AUTHORIZATION

I 
, hereby acknowledge that I have been accepted as a [Enter Name] Animal Shelter Foster Caregiver (Foster). In consequence, I agree to comply with all [Enter Name] Animal Shelter policies and procedures. I understand that failure to comply may result in my dismissal from the Foster Caregiver Program.

1. I understand all services performed by me are performed on a voluntary basis and I will not be receiving any remuneration, compensation, or quid pro quo in exchange for caring for any Animal(s).

2. I understand that I am NOT an employee of the City of [Enter Name] Animal Shelter and as such cannot derive any benefits that its employees receive, nor am I allowed to represent the interests of the shelter in any way, in person, electronically or in any social media outlet.

3. I understand that being a Foster can be potentially hazardous, including but not limited to animal bites and scratches, exposure to Zoonotic Diseases, property damage, or any other physical harm.

4. The [Enter Name] Animal Shelter encourages all Foster Caregivers to maintain current tetanus vaccinations when handling animals. The Shelter encourages Fosters to consult with their personal physician.

5. I understand that I am not covered under California Workers Compensation. I am solely responsible for seeking medical attention at my own cost.

RELEASE OF LIABILITY AND ASSUMPTION OF RISK AUTHORIZATION
The undersigned, being of lawful age, does hereby and for my heirs, executors, administrators, successors and assigns release, acquit and forever discharge the City of [Enter Name] and its officers, officials, employees, agents and volunteers of and from any and all claims, actions, causes of action, demands, rights, damages, attorney’s fees, costs, loss of service, expenses and compensation whatsoever, which the undersigned now has/have or which may hereafter accrue on account of or in any way growing out of any and all known and unknown, foreseen and unforeseen injury, property damage and the consequences thereof resulting or to result from participating in the City of [Enter Name] Foster Caregiver Program.


Signature
Date

PURPOSE: Provide Foster Caregiver (Foster) with guidance and procedures to record observations on health and interaction of animal placed with Foster.

GENERAL POLICY: During the time your Foster Animal (Animal) is under your care, it is important that Foster observe any physical or behavioral health changes.

PROVISIONS/REQUIREMENTS:

1. Record observations on a daily basis. It is important to observe any changes in physical or behavioral health.

a. Record simple things such as: favorite toy; likes to play with certain toys; how much it eats a day, etc...

b. Record any observation that will help Animal get adopted. The more information obtained the more information that can be provided to Animal’s future forever  family.

c. If the Animal in your care requires bottle-feeding, include how often the animal is fed and how much it eats. A general overview is sufficient, as infants often need feeding every two to three hours.

2. Notify the animal shelter immediately if you notice Animal(s) is/are becoming ill or has a behavioral change. Any negative traits (aggressive behavior toward a person or pet) or illness (such as sneezing, discharge of eyes/nose, or abnormal bowel movements).




Animal Shelter Hours:  951-737-8972




Tuesday – Thursday 9:00 a.m. – 6:00 p.m.




Saturday 10:00 a.m. – 4:00 p.m.




Emergency Contact / AFTER HOURS ONLY




951-371-1143
Example:
	1/1/2020
	Foster Kitten “Emily” ate several times today but she doesn’t seem to want her formula food anymore. I contacted the shelter and they said it would be ok to try and giver her ? continue to give her the formula as well. She has definitely gained a bit of weight since she came to me two days ago. She is playful and loves to run around. She is a lovely kitten.


DAILY TRACKER
	Animal Number/Name:
	
	Species:
	

	Sex:   

	Age:
 

	Breed:
	

	Identifying Markings:
	 


	Date of release to Foster:
	 
/ 
/ 

	Foster End Date:
	 
/ 
/ 



[Enter Name] Animal Control
Emergency Contact Only Tuesday-Thursday 9am-6pm

(951) 545-7915
Saturday 10am-4pm (951)-737-8972
	Special needs, directions, and reason for foster:
	Employee Name:   

Employee Signature:   
 Superintendent

Signature:  



Foster Name:
Contact Phone:
	DATE
	NOTES

	
	

	
	

	
	

	
	

	
	


	DATE
	NOTES

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


ATTACH COPY OF KENNEL CARD
LOST ANIMALS

It is the goal of the [Enter Name] Animal Shelter to return all strays entering the Shelter to their owners and to provide assistance to those who have lost pets or to those individuals who have found animals. The [Enter Name] Animal Shelter defines reasonable attempts to contact the owner as:

· checking lost reports; 

· checking found reports; 

· checking newspaper and other  social media; 

· listing the animal on the website.

· following up on microchips and tattoos

If the owner is known, reasonable attempts include phone calls, internet messages, tagging the property if in [Enter Name], and a letter to the last known address.

Holding Animals for Law Enforcement

The [Enter Name] Animal Shelter occasionally is asked to hold animals while their owners are being detained by law enforcement.  It is critical that we get the following information from the Police or person delivering the animal: 

· name and badge number of police person Log #/Incident #/DR #
· name of owner, 

· name, age, breed of pet

· contact phone numbers of the owner, 

· location of owner, any know relatives, etc.

Holding Period for Lost Animals

Office staff members will record the date each animal is available for release on the animal’s record.  The stray hold period is 7 business days or 9 calendar days.  If an animal has a micro chip or an owner has been identified the animal will be held for 15 days.

Sick or Injured Stray Animals 

The veterinarian will determine the correct treatment for any sick or injured animals. 

· If the animal is severely injured or ill, the veterinarian or kennel staff will determine if euthanasia is appropriate.

· Animals that, in the opinion of the veterinarian, are experiencing extreme pain or are suffering, may be euthanized after the staff has exhausted reasonable efforts to contact the owner. 

· If the animal is wearing identification, the veterinarian will determine appropriate treatment to make the animal comfortable while reasonable attempts are made to contact the owner. 

The animal MUST BE HELD FOR AT LEAST 24 HOURS, as we attempt to track the owner. All attempts must be documented on the animal’s computer record. If the animal cannot be kept calm or free of pain during this period or the animal is dying, a veterinarian or kennel staff must decide whether to euthanize the animal.
Matching Animals
The description of the animal, date lost or found, location where animal was lost or found, and any forms of identification are important factors used for matching animals. Our goal is to assist the person who is looking for their lost pet!

Taking a Lost Pet Report

· Ask the person if they have previously filled out a lost report. 

· If they have, ask them when (we keep reports available to the public for a minimum of 30 days from the date of the report.  Older reports are filed by month).

· If they filled out a report within the last month, check to be sure the report is on file.

· If the report is still active for that animal, invite them to view the kennels.

· Explain to the patron they should visit the shelter every 3-4 days to check. We do check daily but there are many animals and sometimes descriptions do not match.

· Explain the stray hold period.

· Encourage them to post flyers around their neighborhood and to ask the mailperson or paper delivery person to look for the lost pet too.

· The staff or volunteer who took the report will at this time check the found animal binder to see if there are any matches.

· Only if the staff feels there is a match will the person filing the report be escorted directly to the animal that may be a match.

· When there is time, staff or trained volunteers will call people who have filed lost and found reports to see if they have found their animal or found the owner. Many times they forget to call us back.

Checking Lost Reports Daily

The Sr. Administrative Clerk will assign lost report checking to client care staff and/or trained volunteers so the duties can be spread out over more people. The following daily checks need to be made:

· Lost reports against found reports

· Lost reports against Shelter On-hand animals

· Shelter On-hand animals against the Lost Pets section of the newspaper or other media

These checks can be done by walking through the shelter with the lost reports in hand and looking at each animal to see if there is a possible match.

FOUND ANIMALS 

Animals with Traceable Identification

· The staff person who intakes the animal will enter all the information on the impound slip and into the system.

· That front desk or kennel staff will start tracing the identification information to locate the owner (call the vet hospital to trace the tag even if it is long distance, call the owner listed on the ID tag, call the microchip company and find out the owner’s information if it is available).

· Make notes in the animal’s record that the attempts have been made and the result. i.e. contacted owner – current contact information, what the status is of being picked up, your name and date.

· If able to contact the owner, explain the fees, what our hours are, that the animal must leave the shelter in a carrier or on a collar and leash.

· If there is no response from the phone call or from an agreement by the owner to come in to reclaim the animals within 3 days of the initial contact, then a letter must be sent mailed to the owner.

· A copy of the letter is kept in the front office with the impound slip.

· A note is made in the animals’ record when the letter was mailed .

· If the owner does not respond to notifications, then the animal may be put up for adoption or be euthanized 7 business or 9 calendar days after the final notification is attempted.

· A copy of the letter must be attached to the impound slip after disposition and kept on hand for one year.

Stray Animals 

The person handling the intake of a stray animal brought to the Shelter by a citizen or Shelter personnel will promptly check:

· lost reports on file, 

· Craigslist.com, Facebook 

· lost pets listings on Petfinder and Petharbor. 

The lost and found animal record will reflect the date and time the animal was found.

Matching

Immediately cross-check the description of stray animals that have been brought to the Shelter by citizens or the animal control department.

If a match is made, promptly call the owners and notify them of the process involved for the release of the animal. Should the owner be unreachable by telephone, personnel will post a notice at the door of the residence.
· Put a note on the impound slip of the animal with the date and name of the staff person writing the information.

· Provide the possible owner the information or steps he/she must take to finalize the return of their animal(s).

Calls from Citizens Reporting Found Animals. 

When individuals call or visit the Shelter to report a found animal, office staff will complete the appropriate form and obtain as much detailed information as possible. 

Promptly check the lost animal reports. 

· If a match is made, the staff will contact the potential owner and arrange for them to connect with the citizen finding the animal.

· If no match is made, office staff will encourage the person who found the animal (finder) to bring the animal to the Shelter if he or she is unable to keep it. Staff will also encourage the finder to report the found animal to other local shelters, post signs in the area the animal was found and to advertise in a local newspaper.

Processing Reports 

Lost/found reports are kept in a current file until a match is made or 30 days after the report was filed. Staff and volunteers may call owners of lost animals and citizens reporting found animals on a frequent basis to see if they found their pet or found the owner as way to clear out reports and/or update the lost/found reports. 

Return to Owners: Proof of Ownership

Our mission is to GET THE ANIMAL HOME. Therefore the following guidelines have been put into place. Proof of ownership can be determined in many ways:

· ID tag, rabies tags or license tags

· Veterinary records

· Pictures

· Bill of sale

· Registration papers

If the above are lacking, take into consideration:

· Where the animal was lost compared to where found

· Zip code

· Description

· Coordinating dates

· How the animal reacts to the person

· Neighbors identification

Also try:

· Calling the vet or the groomer

· Calling a neighbor or friend

· Notifying the Superintendent about all ownership disputes.

Animals are personal property and cannot be withheld from an owner without due cause.

Persons claiming a stray animal as their own should provide proof of ownership (see above). Pictures will be accepted only if they can show time, i.e. several pictures taken over time. Furthermore, pet owners may have to pay certain fees to reclaim the animal. If there are vet fees the owner will be responsible for those fees. The Superintendent of Animal Services will have fees noted in the computer record in case an owner comes forth.

Impound 

· See the Chameleon System for the most current rates. The rates increase with each subsequent impound for the same animal during the course of the fiscal year.  If the animal is not spayed or neutered State Fines will be applied.  If the animal is not licensed and resides in [Enter Name], then licensing fees will also apply.

Licensing
· Customers will need to provide proof of spay or neuter, current rabies vaccination and if applying for a senior license, proof of age.  Licenses are available for 1, 2 or 3 years as long as the rabies vaccination is valid for the entire period of the license.  See the Chameleon System for the current licensing fees.
Boarding Fees

For each day a stray animal is housed at the Shelter, a boarding fee per animal will be charged to the owner.

Owners of unsterilized pets will be encouraged to spay or neuter their animals. Upon the approval of a supervisor, impound and boarding fees may be reduced if the owner agrees to have the animal spayed or neutered. 

In cases where a stray animal is being returned to an owner and the animal entered the Shelter without identification, office staff should explain to the individual the importance of identification and encourage the person to purchase a tag. In addition, owners will be cautioned about leaving animals outside unattended. 

Cats may be placed in a cardboard carrier to ensure they make it home safely.
  

SAFETY RULES

PERSONAL SAFETY 

Following these common sense rules will help prevent many accidents.

· Report all injuries, no matter how slight, to your supervisor.

· Do not attempt to lift/push objects or animals that are too heavy – ask for help.  Bend at the knees and hips and lift with your legs.  Lower adjustable tables to the floor for animals weighing over 75 lbs., or if unable to lift an animal onto a table.

· Identify and remember the location fire extinguishers, fire alarm pull boxes, and emergency exits.  NEVER block these areas with materials or equipment.  Keep floors and aisles free of debris of all times.

· Horseplay is prohibited.

· When restraining animals over 60 lbs. seek assistance if necessary.  (See Animal Handling SOP for detailed instructions.)

· Any person known or observed to be under the apparent influence of drugs or alcohol will not be allowed to work, and will be subject to discipline, up to and including termination.

· Any person willfully violating safety procedures and/or endangering the safety of other employees will be subject to discipline, up to and including termination.

Personal Protective Equipment Requirements

· All Operations personnel and administrative persons working with animals are required to purchase and wear skid- or slip- resistant shoes, boots (regular or steel toed). [NOTE: do you reimburse employees for the purchase of footwear if you require it for the job?]
· Goggles or safety glasses, and gloves are provided and must be worn when working with chemicals (quaternary ammonia, degreaser, etc.) or while performing or holding for euthanasia.
· Wear safety glasses when preparing rabies specimens.
· Wear the appropriate type of glove for the task:
· Disposable latex/latex-free gloves for medical treatments and animal handling.
· Work gloves when abrasion hazards are present.
· Ear protection is provided, and should be worn when working in Dog Holding, Kennels, or any other high noise area. [NOTE: Have you ever conducted a noise survey of the high noise areas?  Employees may need to be included in a hearing conservation program]
· Wear long pants and short/long sleeves.
· Maintenance staff will wear customary safety equipment when performing applicable tasks.
Motor Vehicle Operation:

· Never operate a City vehicle until trained and authorized to do so.
· Comply with California Department of Motor Vehicle rules and regulations.
· Immediately report all vehicle accidents and incidents that result in injury, damage to the vehicle, or property damage to Supervisor and local law enforcement agency.
· Wear seat belts at all times when driving on business, whether in agency vehicles or personal automobiles.
· NEVER TEXT AND DRIVE
· Phone calls are only allowed if work related or emergency.
· Use an ear piece, loud speaker or blue tooth when using the phone while the vehicle is in motion.
· Stop the vehicle in a secure area/parking space for handling lengthy calls.
Safety Training

· All employees will participate in animal handling, control and safety training as directed. [NOTE: AB 1125 Animal Control Officers Standards Act became effective 1/1/20 and requires CalAnimals to develop and maintain standards for a program to certify animal control officers.  Do your Animal Control Officers meet these standards? See the policy library for legislative language]
· At hire, training will be completed for:
· [Enter Name]’s Injury and Illness Prevention Plan
· [Enter Name]’s Bloodborne Pathogens Prevention Plan
· [Enter Name]’s Hazard Communication Plan
· [Enter Name]’s Heat Illness Prevention
· [Enter Name]’s Volunteer Respiratory Use Program
· Zoonotic Disease Transmission Prevention
· In house Dog Body Language – Bite Prevention (Supervisor & Superintendent)
· Annual refresher training will be completed for:
· [Enter Name]’s Bloodborne Pathogens Prevention Plan
· [Enter Name]’s Heat Illness Prevention
· Dog Body Language (Supervisor & Superintendent)
· Volunteers must successfully complete training regarding:
· Basic animal handling
· Animal walking and exercise
· Cleaning and feed procedures
· Large Animal Rescue personnel will participate in training for:
· Confined Space Entry – at hire and annually, thereafter.
· Large Animal Rescue Procedures
· Trailer Training (Supervisor & Superintendent)
· Only personnel who have successfully completed the specified training will be authorized and permitted to operate a tranquilizer gun.
· Only personnel who have successfully completed the training specified by the Superintendent will be authorized to euthanize animals.
HOUSEKEEPING AND CLEANING 

Housekeeping is an important part of maintaining a safe work environment.  It reduces the spread of disease harbored by clutter and waste and eliminates tripping and falling hazards.

· All employees are responsible for maintaining the general orderliness and cleanliness of their work areas.

· Keep floors and aisles free of debris at all times.

· Do not eat, drink, smoke, apply cosmetics or store food in areas where animals are handled, treated, or fed, including animal food storage areas.  These practices encourage the spread of disease.

· ALWAYS wash your hands in between handling animals to minimize the transmission of disease, and after handling chemicals to avoid potential allergic reactions.

· Clean up non-hazardous spills promptly and place a “Wet Floor/Caution” sign in the area until the floor is dry.

· Keep aisles clear at all times.

HAZARDS AND HAZARDOUS SUBSTANCES 

Emergency Response Procedures:  Chemical and Biological Hazards

In case of emergency call 911, all emergency calls should go through the local emergency agencies (CalFire and/or Riverside Sheriff Department). Hazardous materials spills, medical emergencies, radioactive materials spills and thefts are examples of incidents that must be reported to the local authorities by dialing 911.

The following procedures are for handling various hazardous spill emergencies in the workplace. Chemical spills include liquid and solid spills. Fuel spills include diesel and gasoline spills.
Know where MSDS is located (Superintendent Office & Front Office next to printer)
Injury or Illness

Employees must notify their immediate supervisor of an illness or injury related to exposure to hazardous materials. All injuries that may be work related must be reported. Supervisors are responsible for reporting any injuries or occupational illnesses to the Department of Risk Management and Insurance by completing supervisor report of injuries or illness form located online at [enter location].
Chemical Exposure to Skin:

· Immediately flush with cool water for at least 15 minutes.

· If there are no visible burns, remove all jewelry, watches or arm bands and soap the area.

· Seek medical attention if a reaction occurs or if there is any doubt about possible problems.

Chemical Exposure to Skin – Serious:

· Remove all contaminated clothing.

· Locate the nearest emergency shower or water hose and rinse the skin for at least 15 minutes.

· Have someone contact the local authorities by dialing 911.

· Seek immediate medical attention.

Chemicals in Eyes:

· Irrigate eyes for at least 15 minutes with tempered water from emergency eyewash station, sink or water hose.

· Remove contact lenses if possible.

· Notify supervisor(s) or colleagues so they can contact 911 to seek immediate medical attention.

Smoke and Fumes:

Remove anyone overcome by smoke or fumes to fresh air. Never attempt to enter a location where potentially dangerous fumes might place you at risk. If someone is down, contact emergency personnel and let them enter. Seek medical attention for exposure as soon as possible.

Clothing on Fire (Stop, Drop and Roll):

· Extinguish burning clothing by using the drop and roll technique, douse with cold water or use emergency shower or fire blanket. If using a fire blanket, do not allow the person to remain standing.

· Remove contaminated clothing if possible.

· Cover injured person to prevent shock. Seek medical attention.

Chemical Spills

There are a wide range of chemicals. The safe cleanup of a chemical spill requires some knowledge of the properties and hazards posed by the chemical, and any added dangers posed by the location of the spill. If you believe a spill is beyond your capacity to clean up, do not attempt to do clean up on your own, STOP and contact the 911.

Minor Spill:

A minor spill is characterized by all of the following criteria:

· Is inside an area and hasn’t spread;

· Did not result in a fire or explosion, nor presents a risk for a fire or explosion; and

· Did not result in personnel requiring medical attention.

Minor Spill Clean Up:

· Alert people in the immediate area of the spill.

· Put on appropriate Personnel Protective Equipment (PPE), such as (gloves, protective eyewear, and lab coat).

· Contain the spill with absorbent material.

· Place the used spill material in secondary a containment, such as the spill bucket. Label the container and call 9-1-1 to pick up container.

· Completely clean area where spill occurred.

· Dispose of contaminated PPE properly.

Major Spill:

A major spill is characterized by all of the following criteria:

· Results in a fire or explosion, or presents a risk for a fire or explosion;

· Results in personnel requiring medical attention;

· Is not contained within an area; or

· Is characterized as a major spill by the Emergency response/ local authorities.

For a Major Spill or Leak:

· Remove any injured or contaminated persons if you can do so safely.

· Contact the Riverside County Sheriff Department at 9-1-1 and stand by in a safe location.

· Remove all contaminated clothing, shoes etc. Use a safety shower, water hose or sink if one is nearby. Seek medical attention if you have been exposed. Do not attempt to clean up a major spill on your own. Leave it to the experts!

Biological Spills

The release or spill of bio hazardous material will require a different response based on several factors, including the actual agent and the associated risks, the amount of material spilled, type of spill and the location of the spill. Each work place with bio hazardous material should have their own specific spill response procedure. Where applicable, consult with your supervisor to be sure you have received the specialized training for your area.

Document spill and response procedures.

· If exposure occurred, a report to the supervisor should be completed and medical follow up should be done immediately.

Small Spill of BLS1 or BSL2 Material Outside of a BSC

Notify everyone that a bio hazardous material spill has occurred and ask for assistance with the cleanup.

· If you are contaminated or potentially contaminated, do not leave the area. Ask a colleague to get PPE and the spill response kit for you. If you are not contaminated, obtain the PPE and spill response kit yourself and return to the spill area.

· Put on PPE, including gloves, lab coat, disposable booties, and facial protection.

· Cover spill with paper towels or other absorbent material.

· Slowly pour disinfectant onto the spilled material and do not create any splashes.

· Allow 20-30 minutes of contact time.

· Discard cleanup material into a bio hazardous waste container.

· Use mechanical means such as tongs to pick up broken glass.

· Re-wipe area of spill with disinfectant and dispose of clean-up material into the bio hazardous waste container.

· Remove the PPE and place it into bio hazardous waste container.

· Hands should be thoroughly washed and if clothes were contaminated, they should be changed prior to returning to regular work activities.

· Document spill and response procedures.

· If exposure occurred, report to the supervisor and/or call emergency at 911.

Large Spill of BSL1 and BSL2 Material Outside a BSC (>500 ml)

· Follow same procedures as above for small spills of BSL1 and BSL2 material not in a BSC.

Human or Animal Blood

· Follow same procedures as above for small spills of BSL1 and BSL2 material not in a BSC.

All Other Bio hazardous Material

If the agent involved in the spill is infectious via mucous membrane exposure or inhalation and the spill has resulted in the creation of aerosols, the area should be evacuated for at least 30 minutes to allow the aerosols to settle.

· Follow same procedures as above for small spills of BSL1 and BSL2 material not in a BSC.

· All non-essential people in the lab should be told to leave immediately.

Biosafety Risk Groups

Risk group 1


BSL1: Agents that are not associated with disease in healthy human adults.

Risk group 2


BSL2: Agents that are associated with human disease which is rarely serious and for which preventive or therapeutic interventions are often available.

Risk group 3


BSL3: Agents that are associated with serious or lethal human diseases for which preventive or therapeutic interventions may be available.

Minor Spills of Liquids and Solids


· Notify persons in the area that a spill has occurred.

· Prevent the spread of contamination by covering the spill with absorbent paper.

· Clean up the spill using disposable gloves and absorbent paper/towel. Carefully fold the absorbent paper/towel with the clean side out and place in a plastic bag or transfer to a radioactive waste container.

· Put contaminated gloves and any other contaminated disposable material in the bag.

· Report the incident to the supervisor(s) and emergency at 911.
Major Spills of Liquids and Solids (Powders)


· Clear the area. Notify all persons not involved in the spill to vacate the room.

· Prevent the spread of contamination by covering the spill with absorbent paper/towel, but do not attempt to clean it up. To prevent the spread of contamination, limit the movement of all personnel who may be contaminated to another room or area outside the contaminated room where they will be evaluated.

· Close the room and lock or otherwise secure the area to prevent entry.

· Notify the local authorities by dialing 911.

· Decontaminate personnel by removing contaminated clothing. Flush contaminated skin with lukewarm water and then wash with mild soap. In advance of an emergency, determine the nearest exits to your location and the best route to follow.

Fuel and Oil Spills

In the event of a fuel (gasoline or diesel) or oil spill, Any spill that can be controlled with absorbent paper/towel is minor. If the spill can’t be controlled with absorbent paper/towel, it is considered to be major and will require a response by local authorities by dialing 911.

HAZARD COMMUNICATION PROGRAM 

Safety Data Sheets (SDS)

The [Enter Name] Animal Shelter does not expect its employees to use a chemical that does not have a SDS to explain the hazards and safety precautions that should be used with the chemical. 

The Superintendent or designee is responsible for obtaining a SDS for each new chemical used at the facility. If a SDS is not delivered with the first shipment of a new chemical, the Superintendent or designee will call the company providing the service and request an SDS to be faxed over immediately. 

The Superintendent will also maintain hard copies of each SDS in the SDS folder hanging at Information Central outside the staff/volunteer break room, a place accessible to all employees at all times. 

Container Labeling

Each department manager is responsible for checking arriving containers in their department to verify that they are appropriately labeled. If a container is not labeled, the department manager will obtain a label from the kennel manager for the chemical immediately. 

Any container with a worn or missing label needs to be brought to the kennel manager who will then label the container before it goes back into use. The kennel manager is also responsible for ensuring that “in-facility” containers are labeled.

Hazards in Unlabeled Pipes

All pipes that are accessible to the public or employees will be labeled with their contents.

Non-Routine Tasks

Before any employee engages in a non-routine task the employee must consult the SOP for that particular task.

Information Exchange with Other Employees

The [Enter Name] Animal Shelter will give the information on where our SDS are located to each employee.

Employee Training and Information

Employees will receive Hazard Communication Training at the time of initial assignment, twice a year, and whenever a new hazard is introduced. Training will include the following:

· The City’s Hazard Communication Program

· The nature of hazards posed by chemicals in the workplace.

· Measures that employees can take to protect themselves from these hazards.

· Instructions on work practices, personal protection equipment, and any special procedures to be followed in an emergency.

· An explanation of the hazard communication program, including information on labeling and SDS.

ANIMAL INTAKE PROCEDURES
Animal Intake Procedure 

The [Enter Name] Animal Shelter will never turn away a stray animal found in [Enter Name].  We strive to not turn away animal surrenders by our residents, but if the shelter is at capacity we may not be able to accept the animal.
Animal Intake Process

Greet the person: “Is this your animal?” or  “Where is the animal?”  If the animal is in the car – ask if the animal is on a leash or in a carrier.
If the animal is not on a leash or carrier –and the animal belongs to the person, provide the owner with a leash or transfer cage for the animal. Instruct the owner to secure the animal in the car with the doors shut – i.e. dog on the leash or cat in the carrier before they open the car doors.

If the animal is a stray, accompany the customer to the car and escort them and the animal to the front desk of the shelter if staffing allows. You may need to get the assistance of an animal care technician if the animal is fractious or you feel that you cannot control the animal. 

If the animal is a feral cat, see the Intake Procedure for Feral Cats.

Dogs and cats are placed in the temporary hold or new arrival runs or cages for that species. 

If a person bringing in a stray refuses to sign intake paperwork write in the signature area “refused to sign” and your name. The animal will be reflected as a stray and held for the stray hold period.
Staff will obtain California ID or Government issued ID from person turning in the animal.
Intake Procedures for Feral Cats

Feral cats brought in over the front counter or from an animal control vehicle should be transported in a feral cat box or the trap utilized to detain the feral cat.  Ensure the box/trap is covered with a towel or sheet to minimize the cat’s stress. Then bring the cat to the exam room for an exam. 

Counseling Owner Relinquished Intakes

When someone is bringing in another person’s animal:

· We will require a written authorization from the owner. Write on the intake slip the name and dog tag number, or attach other identifying information.
· If the animal is obviously not adoptable (animal is sick, cat that has a long history of not using the litter box, animal has bitten people, etc.), the person handling the intake must inform the owner that the animal is unlikely to be placed for adoption and could be euthanized. We do not want to give people a false sense of what we can do. This will provide them an opportunity to take the animal somewhere else. [Note: Do you have a dog bite disclosure policy that complies with AB 588?  AB 588 requires shelters and rescues to disclose in writing any known bite from a dog age 4 months and up that breaks the skin and the circumstances relating to the bite.  See sample bite record in the Policy Library]
When a person who relinquished their animal requests the animal back: 

This is a situation that must be handled by the Senior Administrative Clerk, the Superintendent of Shelter Operations.
· Check to see if the animal is still here, and if so, put an immediate hold and make the animal unavailable on the animal’s computer record and cage card.

· Ask and record why the person wants the animal back, what has changed, what is the reason.
· If the situation appears safe and acceptable for the animal, place a hold in the animal’s computer record. Then the previous owner must follow the adoption process as do all potential adopters.

· The animal may be adopted back and will be spayed or neutered before release.
· If the person requests the animal back during the three day holding period, it may be released at no cost if they had paid a relinquishment fee.
When someone brings in a stray and wants it back after the stray hold period:

· Ask the individual to fill out an impound form on the animal with their name and address. Staff will inform them when the animal will be available for adoption as well as our adoption policy.

· Food and Agricultural Code 31108 requires that an animal be held 6 business days, not including the day of impoundment.

Completing the Intake Process:

After creating a record in the computer for the animal, take a photo of the animal (see Photographs for animal record section). If the animal is frightened or you cannot safely control the animal, take a picture once the animal is confined.  Print out the cage card and place the cage card and the original paperwork in the kennel book.

When strays enter with collars, any ID, rabies tag, license information on the collar, or microchip, the information is documented on the impound form.   The front office staff then starts tracing the information to find the owners.  Stray animal collars should only be removed by staff and will be placed back on the animal if possible or inside the cage door.  Reasons to remove the collar would include that the collar is too tight, shelter staff needs an ID from the collar or the stray hold has concluded.
The animal is then possibly taken to the exam room by the kennel staff for the completion of a physical exam and preventive treatments, such as parasite treatments and vaccinations. All friendly cats and puppies shall have a colored identification collar immediately placed on them, complete with their animal ID number.  Adult dogs do not receive colored collars.
· Blue Collars – Male Cats/Puppies that have not been spayed or neutered
· Pink Collars – Female Cats/Puppies that have not been spayed or neutered
All collars must have the animals’ identification number written on them.  The person who moves the animal to a permanent run/cage (after the physical exam) will also take the picture of the animal (see Photographs for Animal Record).
Photographs for animal record

A good photograph of each animal is necessary for matching animals in the shelter with owners looking for their lost pets. Staff will attempt to take a photo in the first 24 hours, following the criteria below.
To help ensure that the animal is readily identifiable in the photo, check to be sure that:

· Animal is sideways and picture includes the feet and tail

· Person holding animal does not block body of animal

· Picture is properly lit and animal can easily be seen

· Shoot the picture at eye level.
· Identifying markings are not hidden by bandanas, costumes etc.
Please take time to be sure the picture meets the above requirements. Check the printed cage card picture and if necessary re-take pictures. Look at the photo CRITICALLY, as though you are an outside critic of the agency reviewing the animals on our site.

If an animal comes in on a catch pole or is fractious leash muzzle the animal. Do not attempt to take the picture at this time. Enter the intake information for the animal in Chameleon
 , print out a cage card and attach a Post It note to take the picture of the animal after it calms down or is in the cage.

· Under no circumstances should a photograph of an animal on a catch pole be uploaded to Chameleon.

· Avoid taking photos of animals in inappropriate backgrounds such as dirty kennels.

· Avoid taking photos displaying multiple animals.

· Avoid taking photos of the wrong animals, example, domestic short hair (DSH) cat with a chow chow picture.

· When someone is holding a small cat or dog in their arms, make sure the arms are not exposed in the photo.  This is best accomplished by covering the arms with a towel or blanket.

· Make sure personal tattoos are not captured in the photo.
· If possible avoid:

· Taking pictures in cages

· Photos taken through the plastic window of a feral cat box

· Photos with cage bars visible that block the view of the animal

MEDICAL PROTOCOL FOR INCOMING ANIMALS 

Enter all medical treatments, including injections, topical treatments, and oral treatments into the animal’s computer record in Chameleon when they are administered. 

Healthy and Potentially Adoptable Dogs
· Move the dog into the exam room.

· Perform a visual and hands-on physical examination, nose to tail and record directly into Chameleon or the intake form.

· Check for spay scar or for neuter. If observed, note in Chameleon or intake form.

· Scan for microchip, and check for tattoo or other ID.

· Apply external parasite treatments if available and necessary.  Determining necessity will be done by Animal Care Technician (ACT) and/or ACO Trainee.
· Administer vaccines. 

· Administer internal parasite treatments if necessary.

· Based on examination, place the animal in the appropriate facility area big dogs or small dog building or dog quarantine
· If animal appears to be altered, send to vet for proper verification.
Healthy and Potentially Adoptable Cats
· Take the cat into the exam room.

· Perform a visual and hands-on physical examination, nose to tail and record directly into Chameleon or the intake form.

· Note if ear is notched, which indicates that the cat belongs to a feral cat colony (Flag this animal so we can call caregivers in the area to see if this is their cat.)

· Note if declawed or polydactyl.

· Check for spay scar or for neuter. If observed, note in Chameleon or intake form.

· Scan for microchip, and check for tattoo or other ID.

· Apply external parasite treatments if available and necessary. Determining necessity will be done by Animal Care Technician (ACT) and/or ACO Trainee.
· Administer vaccines. 

· Administer internal parasite treatments if necessary.

· Based on examination, place the animal in the appropriate facility area cattery or cat quarantine. 

Fractious Animal Medical Protocol

· The kennel staff will perform a visual health scan, with a hands-on examination if possible.

· Vaccinate the animal if possible.

· Scan for microchip if possible.

HOUSING DECISIONS AFTER INTAKE

Housing Areas

Animals similar in appearance, or whose descriptions on their kennel card are similar, should not be housed together.

There are four different areas in the shelter for housing animals. 

1.  Temporary Housing such as exam, grooming, dog cement kennels, dog quarantine, cat quarantine, outside cat cages are used when the animals first arrive at the shelter. These are temporary runs/cages for the animal to wait until he/she is taken to the vet clinic and/or given an exam and preventive healthcare treatments. Animals placed in these areas should not be handled by anyone except the staff or trained personnel.

2.  Adoption/Healthy Hold area (cattery, small dog, big dog building) – these are the areas where the animals that have been deemed adoptable are housed. These runs/cages house healthy dogs or cats that are either strays in their hold period or are owner-relinquished animals who need time to calm down and time for a behavior evaluation. The public can visit these areas without being escorted by the shelter staff. 

3.  Quarantine area (dog quarantine and cat quarantine) – these runs house bite case animals, confiscated animals, aggressive, sick and injured animals. Only experienced staff members or trained personnel are permitted to handle animals in this area.

4.  Cat Quarantine - this room is designed specifically for feral, ill, underage or fearful cats. The cages are set up with Feral Cat Handling Cages, which provide extra quiet and safety for the cats and the staff. This room is kept calm and lights low to minimize stress for these fearful cats.  Place a “Caution Feral Cat” sign on the cat cage. After animals that are acting aggressively relax and calm down, they are moved to Healthy Hold.  It is very important to strictly follow our protocols for preventing the spread of disease. The public is not allowed in this area unless escorted by a staff member.

Decision Process

After the physical exam and preventive healthcare, all animals are housed in dog kennels, cattery, dog quarantine, cat quarantine, exam room, grooming or livestock area. After the animal is placed in the appropriate cage, the staff person who housed the animal updates Chameleon with the location of the animal. The Animal Control Officer Trainee or Animal Care Technician decides during the daily walk through whether animals are to be moved to another area. 

The person conducting the walk through will make notes of each animal’s condition and any decisions regarding the animal. During this walk through, decisions will be made as to how animals will be routed. 

Immediately notify the Animal Control Officer Trainee or Animal Care Technician of any animal who shows any signs of illness so that the animal can be moved to the isolation area. We cannot house sick animals in the healthy sections because this puts healthy animals at risk of disease.

Decisions about euthanasia are made by the Animal Control Officer Trainee, Superintendent of Animal Control, or the Supervisor. They are to take into consideration:
· Any notes based on the behavior evaluation or the animal’s situation
· How the animal is adapting to the shelter environment
· Prognosis of the animal
· Behavior of the animal
· Length of time at the shelter
· Number of animals waiting in Healthy Hold for adoption consideration
KENNEL PROCEDURES
KENNEL DUTIES

Daily Duties

The first staff members on duty each morning are responsible for cleaning and feeding all the animals.  All work should be targeted for completion by 9:00am.  
Afternoon Duties

Kennel Inventory – The ACO Trainee or Animal Care Technician will walk through the kennels and make decisions about what animals are to be moved.  For instance, a dog or cat in healthy hold that is ready to be moved to adoption or a dog or cat in adoption that needs to be moved to dog or cat quarantine.

After Clean-up, On-going Duties

· Spot check animals after morning clean-up in the afternoon

· Disinfect and set up clean cages; see EMPTY CAGE DISINFECTING (AFTER ANIMAL LEAVES) section

· Sweep/mop floors

· Re-stock supplies based on schedule

· Check water for all animals

· Assist with intake of incoming animals

· Clean and disinfect toys from exercise yard as needed

· Bathe and groom animals as needed if time and behavior permit.
· Socialize those animals that are frightened or scared as needed

· Spot clean the play area

· Other duties as assigned

Closing Duties

· Spot check dogs and cats one last time/scoop kennels

· Check water

· Walk all housebroken dogs as time permits

· Clean break room

· Clean euthanasia room and wash room

· Ensure intake areas are clean, organized, and neat

· Intake any animals that arrive; never leave animals in temporary holding.
· Ensure all trash cans are empty

· Ensure kennels and gates are locked

· Pull food for animals going to the vet to get spayed/neutered.
· Pull food left in feeders so no food is left out at night
· Put away supplies in the appropriate place

· Turn off the lights in the shelter

· Set the alarm and lock the door as you exit
CLIPPER USE

Clipper Use for small animals (dogs, cats, etc.)

Location: clippers are located in the exam room locked in the three-digit combination cabinet.

· When possible try to wash and dry area being clipped. Clear animal of any dirt, dried mud, blood, etc.

· Do not start clipping if there is standing water/fluid present. Clean the area that will be occupied. 

· Inspect clippers before each use for any broken/missing parts and report if broken/missing to supervision.

· Clean and spray blades with blade lubricant before and after each use.

· Notify supervision if blade lubricant is low so it can be replaced immediately.

· Return clippers and all attachments to case after use. Secure clippers set in the three-digit combination cabinet in exam.

Limiting Transmission of Disease

Animals come to the shelter from many different levels of care; some known and some unknown, but mostly unknown. Most shelter animals have not received prior benefit of routine preventive health care. The stress of entering a shelter, the shelter environment itself, and several other factors contribute to an increased risk for developing illness. 

When animals arrive at the shelter, they are evaluated medically with a physical examination, vaccinated, treated for internal and external parasites, and may be treated for injury and/or illness.

All healthy and friendly animals with no signs of a possible owner will be immediately vaccinated with department approved vaccines.

We vaccinate upon entry to limit widespread disease in the population and protect each individual animal as much as possible, but vaccines are not a guarantee against infection.

Disease can be transmitted in several ways, and we must work diligently to prevent transmission as much as possible. The 5 main modes of disease transmission are:

· Direct contact (one animal to another, such as nose to nose)

· Fomite (indirect) transmission (germ transmission on an inanimate object, such as a mop, hand, shirt)

· Aerosol (in the air, such as via a fan)

· Droplet (sneezing, coughing, less than 1 meter distance transmission)

· Vector(via a flea, mouse, tick, mites)

Common diseases seen in shelter environments include: feline upper respiratory infection  and canine infectious upper respiratory disease (kennel cough). These are spread mainly through aerosol, droplet transmission and through fomite transmission, such as via the hands, feet, and even on clothing of staff and volunteers.

For this reason, please wash your hands (use hand sanitizer) between handling each animal and/or wear disposable gloves. Disposable gloves should be changed between handling each animal.  Sanitizer bottles and dispensers are located throughout the kennel area. You do not have to sanitize your hands between the mother and puppies or kittens in a litter, but you should do so before you interact with another dog or cat.  

Other diseases, such as parvovirus in dogs and panleukopenia (the cat form of parvo virus), are spread mainly through fomite transmission of bodily secretions, such as vomit and feces. These viruses are very environmentally hardy and can be difficult to eradicate from the shelter environment if proper sanitation procedures are not in place. 

Staff or volunteers who observe animals exhibiting any signs of illness (such as diarrhea, vomiting, sneezing, coughing, nasal discharge etc.) should immediately notify the kennel staff.

Every-day Practices that Help Prevent Spread of Disease

· Report any animal that appears sick to the Animal Control Officer (ACO) trainee/Animal Care Technician immediately.

· Wash your hands between animals.

· Do not let animals housed apart interact or touch noses.

· Pick up all feces once a dog has defecated on the grounds.

· After picking up feces, wash, and then disinfect any cement or solid surface.

· Let the disinfectant sit for at least 10 minutes.

· Any time you disinfect, rinse or wipe the area thoroughly.

· Wash the laundry and dishes according to the posted written protocol.

· Never keep dirty dishes lying around – take them to the dirty dish bin quickly.

· Change trash liners on a regular basis; never let the trash receptacles overflow.

· Sanitize equipment, such as coaxing sticks between cats; disinfect control poles and pooper scoopers between each use.

If we all follow the same procedures, the risk of having a disease problem will be greatly minimized.

DOG AND PUPPY FEEDING

IF THERE IS A “DO NOT FEED” SIGN ON AN ANIMAL’S CAGE, DO NOT FEED THAT ANIMAL!! ANIMALS THAT ARE FED BEFORE SURGERY CANNOT BE SPAYED OR NEUTERED.

PUPPIES

Morning Feeding

Provide dry puppy food or dry puppy food mixed with wet canned food when necessary. 

Keep the area clean as you make the food.

Puppies and Underweight Dogs
Kennel staff will mark on the animal’s cage card if they want the animal to be fed twice a day.  Puppies or underweight dogs will be given wet food per the request of the ACO trainee or animal care technician
OLDER DOGS 

Provide dry dog kibble or dry dog kibble mixed with wet canned food when necessary.

DOGS WITHOUT TEETH 

Provide wet canned food twice per day.

HEALTHY ADULT DOG FEEDING

Dry dog food is provided for dogs on a free-feeding basis.  All dogs will be free fed unless otherwise told by ACO trainee or animal care technician.
DOG MORNING CLEAN UP 

The morning clean-up begins in the morning after feeding livestock and administering medications.  The clean-up for all animals must be completed each morning.

Equipment needed:

· Trash can lined with a trash bag

· Pooper scooper

· Foamer with disinfectant, such as Triple Two or Eliminator 

· Long handled scrub brush

· Squeegee

Daily Cleaning Process

Call all the dogs to the same side of the cage in one row. Close the guillotine door behind them. 

DO NOT LET IT DROP.

· Remove all blankets and toys. Shake well to remove all feces, hair, food etc. Take soiled blankets to the laundry room to be washed and disinfected.  Blankets that are slightly “used” may be reused by the same dog.

· Remove all solid waste such as feces, clumps of hair, leaves, twigs and dry food on the floor.  Using the pooper scooper, place waste into trash can lined with a large trash bag.

· Spray disinfectant Triple Two or Ajax/Comet on every surface of the run.  The disinfectant must remain on all surfaces for a minimum of 10 minutes.

· Scrub all the areas with a stiff brush, removing the organic material.

· Rinse run/cage.

· Go back to the start of the run section, and spray the walls, floor, and the gate of each run with Triple Two.

· When you are finished with the entire row, and it has been at least 10 minutes to ensure proper contact time for disinfectant to work, go back to the first run and rinse with clean water.

· Flush the automatic waterer with the hose.

· Squeegee each run and walkway.  Dry the floor as much as possible using a large squeegee directing the water to the back trench.

· Replace beds if needed.

· Move all the dogs back to the clean and dry side of the cage, close the guillotine door after them, and repeat above process on the other side.

· Once kennels are cleaned, leave flushers on for a minimum of 15 minutes.

· When finished, open the guillotine door and let the dogs have access to both sides.

· Empty the trash for your area and replace with clean bags.

Cat MORNING Cleaning

Cleaning Cat Cages

Non-Feral Cats:

· At the beginning of cleaning, kennel staff will check each animal and its environment in their assigned section, including inside and outside of the animal’s cage, to determine if it needs immediate attention or if spot cleaning is inappropriate.

· Always work in order of age and susceptibility when cleaning

1. Pediatric

2. Vaccinated healthy adult

3. Unvaccinated adult

4. Sick

· A new set of disposable gloves should be worn for each cat. 

· Whenever necessary, cats should be provided an area to hide in their kennel such as a feral cat box or cat carrier. 

· Whenever possible leave the cat in the cage while cleaning.

· Remove newspaper, towel, blanket or any toys from cage.  Shake blanket or towel over the trash can to remove any spilled litter or food.  If the blanket or towel is soiled, place it in a laundry basket.  Otherwise, set it aside to put back into the cage.

· Remove the food and water dishes.  Empty water dish into the sink.  Rinse and fill the dish with clean fresh water.  Check the food dish and add more dry food as necessary.  If the food dish is contaminated with litter or hair, empty the contents into the trash can and place the dirty dish  the dishwasher to be washed and disinfected.

· Remove all solid waste from the litter box into the trash can with the pooper scooper.  Add one scoop of clean litter into the litter pan.  If the litter pan is dirty, empty the entire litter pan contents into the trash can, and set the litter pan aside to be washed and disinfected.  Replace with a clean litter pan and fill with clean litter.

· Spray the entire cage with diluted Triple Two disinfectant, as required.  Using a clean rag or paper towel wipe down the cage.

· Once the cage is clean and disinfected, cover the surface of the cage with a clean towel or blanket.  Replace all cage items as required.

· Securely shut the cage door.

· Disinfect the cat carrier or empty cat cage after use.

· Repeat for all other cats.

The rest of the animal area (floors, garbage) etc. should be cleaned as usual.

Feral Cats:

If a cat is in the feral cat handling box, use a coaxing stick to shut the circle door. Remove the whole box and place the cat in the box on the floor.

· Remove the dirty litter box.

· Discard dirty newspapers and provide fresh food and water. 

· Spray all surfaces with diluted Triple Two or diluted bleach
.  Wipe down kennel doors.

· Set up the cage: 

· Place clean towel in the cage.

· Return the cat in the feral cat box back to its cage. Place a fresh litter box in the cage.

· Place fresh water and food bowl in the cage.

· Securely shut the cage door.

· Reach through the bars and using the coaxing stick, open the door to the feral box so it         stays up.

· Repeat for other feral cats.

· Sweep and mop the room. 

EMPTY CAGE DISINFECTING (AFTER ANIMAL LEAVES) 

The Kennel Staff is responsible for removing the animal from the cage (for Return to Owner (RTO), Adoption, Euthanasia, or Transfer) and is responsible for hanging the card.

· Empty the entire cage. Take dishes, blanket and toys to the washing area.

· Scoop out any organic material.

· Spray detergent Triple Two or bleach solution on every surface of the run.

· Scrub all the areas with a stiff brush, removing the organic material.

· Rinse run/cage.

· Apply disinfectant or bleach solution to all surfaces of cage/run including the top, sides and gate. 

· Let the disinfectant or bleach sit for 10 minutes, rinse, and wipe or let dry.

Disinfected cat cage set up: 

· Set up with a clean dry towel.

· Make sure empty water and food dishes are in the appropriate location.

This empty kennel setup is a visual sign for all staff and volunteers that the cage is disinfected and ready for a new animal.

TREATMENT PROTOCOL FOR SICK/INJURED ANIMALS OR ANIMALS BREAKING WITH VIRUS/DISEASE

It is critical that we evaluate the animals in our care daily. This is done primarily by the kennel staff in their daily walk through, but also by the kennel staff who bring concerns to the attention of the ACT or ACOT for their follow up. The table below gives guidance about viruses/diseases we treat and situations that would cause us to make euthanasia decisions. Generally any animal with a contagious condition will not be held unless approval is received by the Superintendent or designee.

	Problem
	Hold or Not Hold?
	Treatment
	Treatable
	Comments

	Demodex Mange
	May Hold
	X
	X
	

	Sarcopetic Mange
	Not Hold
	
	X
	

	Ringworm
	MayHold
	X
	X
	

	URI – Major – crusted eyes shut, cannot eat
	May Hold
	
	X
	

	Kennel Cough
	Hold
	X
	X
	

	Parvo Symptoms
	Hold
	X
	X
	Diagnosis of Parvo – Not Hold

	Hookworm
	Hold
	X
	X
	

	Giardia
	Hold
	X
	X
	

	Tapeworm
	Hold
	X
	X
	

	Coccidia
	Hold
	X
	X
	

	Distemper Symptoms
	May Hold
	X
	X
	Diagnosis of Distemper – Not Hold

	Broken Bones/injuries
	Case by Case
	X
	X
	Depends on the severity as verified by a vet


Physical Examination

Exam Process 

When a new animal arrives at the shelter the animal should be moved to an examination room.

· First check the animal for any type of identification.  This includes scanning for a microchip.

· Look at the overall appearance of the animal and check if the animal has been spayed or neutered.

· Check the hair coat for wounds, parasites and hair loss

· Vaccinate if possible
· Place into a cage or kennel

· Document findings of the examination if necessary
Finalizing the Exam

· For cats only, write the animal’s ID number on the collar with a permanent marker.

· Place the cat in its carrier; place dogs on a leash.

· If necessary, record the examination findings. In addition, record in Chameleon and the intake form vaccination and parasite treatments, any abnormalities and action taken.  
Kenneling Cats after Exam

· Find a clean disinfected cage. 

· Fill the food dish with appropriate (kitten or adult) food, and fill the water bowl.

· Place the cat in the cage.

· Ensure that the cage is properly closed. 
· Place special needs notes on kennels of cats with special needs. Special needs include but are not limited to feeding, medical treatment, or calm down needs.

Kenneling Dogs after Exam

· Find a clean disinfected.

· Place the dog in the run.

· Make sure the water bowl has water

· Give dog an appropriate amount of food. (See Dog and Puppy Feeding)
· IF THERE IS A “DO NOT FEED” SIGN ON AN ANIMAL’S CAGE, DO NOT FEED THAT ANIMAL!  ANIMALS THAT ARE FED BEFORE SURGERY CANNOT BE SPAYED OR NEUTERED. 

· If the dog is aggressive, place the dog in quarantine.
VACCINATION PROGRAM 

DOGS REQUIRE THE FOLLOWING VACCINATIONS

· Canine Distemper Virus

· Infectious Canine Hepatitis

· Canine Parvo Virus

· Infectious Tracheobronchits  {Bordetella}

· ParaInflenza
The vaccinations listed above are given in one 5-way injection

Nobivac: Canine 1-DAPPvL2+Cv

PROCEDURE FOR GIVING CANINE VACCINATIONS

· Use a 3 ml syringe and either a 20, 21, 22 gauge needle.

· Pull up the liquid solution and inject the solution into the dry mixture.

· Mix the solution.
· Pull the solution into the syringe and cap the needle. 

· Ideally two people are used for giving injections, but this procedure can be done by one person.

· One person will restrain the dog in either a standing or sitting position.

· The person giving the vaccination will stand by the shoulder area, grasp the loose skin on the neck. and insert the needle under the skin.   Before injecting the vaccination pull the plunger backwards to make sure that the needle is under the skin.

· Inject the vaccine, remove the needle from the animal, and then massage the injection area.

· Place needle in sharps container.  Rinse and place syringe in container to by recycled.

  CATS REQUIRE THE FOLLOWING VACCINATIONS

· Feline Leukemia

· Rhinotracheitis

· Calici

· Panleukopenia

· Chlamydia Psittaci

The vaccinations listed above are given in one 5-way injection called

Nobivac: Feline 1 HCPCh+ FeLv

PROCEDURE FOR GIVING FELINE VACCINATIONS

· Use a 3 ml syringe and either a 20, 21, 22 gauge needle.

· Pull up the liquid solution and inject the solution into the dry mixture.

· Mix the solution.
· Pull the solution into the syringe and cap the needle.

· Ideally two people are used for giving injections, but this procedure can be done by one person.

· One person will restrain the cat in either a standing or sitting position.

· The person giving the vaccination will stand by shoulder area, grasp the loose skin on the neck and insert the needle under the skin. Before injecting the vaccination pull the plunger backwards to make sure that the needle is under the skin.

· Inject the vaccine, remove the needle from the animal, and then massage the injection area.

· Place the needle in sharps container.  Rinse and place syringe in container to be recycled.
· Kittens can be given vaccinations if six weeks or older
VACCINATION PROGRAM FOR SHEEP

Sheep are given the following vaccination annually:

· Covexin  Subcutaneous injection should be given 

Vaccinations can be performed by using one person or two person restraint procedure.

One person restraint

 The restrainer will use their knee to pin the sheep’s neck against the wall.  This will allow them to reach around the sheep’s neck and hold its head so that they can give the vaccine.

Two person restraint

One person will grasp the sheep under the chin and with the other arm reach over the back and hold the flank area while pulling the sheep towards their body.  The other person gives the vaccine.

Procedure:

· Use an 18 – 22 gauge needle and 3 ml syringe.

· Pull up the liquid solution and inject into the dry powder.

· Mix the solution.
· Grasp the sheep’s skin in either the axilla or the flank fold and elevate to form a tent, insert the needle through the skin.  Before injecting the vaccination pull the plunger backwards to make sure that the needle is under the skin. 

· Remove the needle from the skin.
· Place needle in sharps container.  Rinse and place syringe in container to be recycled.

VACCINATION PROGRAM FOR GOATS

Goats are given the following vaccinations annually

· Clostridium perfringens C+D

· Tetanus toxoid  

Each vaccine can be injected subcutaneously. 

The restrainer will place the goat’s hindquarters into the corner and place their arm around the goat’s neck.

Procedure:

· Use a 20 – 22 gauge 1-inch needle and 3 ml syringe. 

· Pull up the liquid solution and inject it into the dry powder.

· Mix the Solution
· Grasp the skin 4-6 inches below the goat’s shoulder area, pinch the skin and elevate to form a tent, insert the needle though the skin.  Before injecting the vaccination pull the plunger backwards to make sure that the needle is under the skin.

· Remove the needle

· Place needle in sharps container.  Rinse and place syringe in container to be recycled.

VACCINATION PROGRAM FOR CATTLE

Cattle are given the following vaccination annually:

· Covexin  Subcutaneous injection.

Place a halter on the animal and tie the animal to a secure fence to restrain.

Procedure:

· Use a16 – 22 gauge 1-inch needle and 3 ml syringe.

· Pull up the liquid solution and inject it into the dry powder.

· Mix the solution.
· Grasp the skin in the cow’s mid-neck area or the flank fold, pinch the skin and elevate to form a tent, insert the needle through the skin.  Before injecting the vaccination pull the plunger backwards to make sure that the needle is under the skin. 

· Remove the needle.

· Place needle in sharps container.  Rinse and place syringe in container to be recycled.

SPAY/NEUTER SURGERY

Adult animals scheduled for surgery are fasted from the night before. 

Depending on veterinarian recommendation, pediatric patients (those between 6 and 16 weeks of age) may  not be fasted. They should be fed a small meal 2 to 4 hours before spay/neuter surgery. Water should not be withheld.

After recovering from surgery, animals are returned to their cage/run. 

Update the animal’s computer record and/or intake form to indicate the animal is now spayed or neutered and update kennel card.  Also update the card when the stitches are to be removed.

ANIMAL HANDLING SAFETY

This information is a general overview of safe animal handling practices. It is not intended to replace actual safe animal handling training conducted by the behavior department. When handling animals, be sure to:

•
take your time, 

•
never over stimulate the animal, and 

•
remember that the animal may perceive you as a threat, even though you do not intend to threaten. 

If you do not feel comfortable handling an animal, DON’T!! Get a coworker or supervisors to help you-- never risk getting dragged, scratched, bitten or injured.

CATS

•
When removing a cat from a kennel, be sure to get the cat’s attention before opening the gate.

•
Allow the cat to check out your fingers before you pick it up. The cat should come to you, not the other way around. Ensure you talk to the cat calmly and softly to avoid over-stimulating the cat.

•
When handling a cat, control the head and neck at all times. Hold the cat firmly—left hand scuffing the neck (if necessary the head), right elbow supporting/gripping the hindquarters, right hand controlling the front paws. Take a moment to readjust your grip if you need to. Keep the cat’s face away from other cats. (You can reverse this procedure if you are left-handed.)

•
Always use a carrier to transport the cat more than a few feet.

•
Watch for signs of stress/fear - enlarged pupils, thrashing tail, growling, hissing, and attempting to hide or escape. If these signs appear, carefully remove the cat from the source of stress - out of the visiting room or into a less stressful kennel.

•
If a cat is fearful, do not make direct eye contact. Approach the cat at his or her level. Never reach over the cat’s head. Move slowly because rushing the cat only adds more stress, leading to unpredictable behavior and increasing the likelihood of injury.

DOGS

•
When removing a dog from a kennel, distract the dog, and enter the kennel with your leash ready.

•
Never attempt to “noose” a dog through the gap in the gate, as this action can lead to an escape by the dog.

•
Approach the dog from the side. Never attempt to “noose” it over the top of its head, as this will only intimidate the dog. If the dog has a kennel mate, remove the kennel mate from the kennel if he or she is making it difficult to get the dog you need. Talk calmly to the dog to avoid over-stimulating him or her.

•
When moving the dog, keep the dog away from other kennels, and break his or her line of vision. Use proper leash techniques, looping the handle of the leash over your thumb and across your palm (like a joystick). Keep the leash short, bend your arms and knees and use both hands for better control. 

•
Only small dogs and puppies should be carried, and then only as you carry a cat. Carrying a dog like a baby is not permitted. If the dog refuses to move on the leash, coax the dog by moving in front and down low. Dragging a dog is never permitted.

•
Watch for signs of stress/fear:

· ears back, 

· hackles raised, tail down, 

· dilated pupils, 

· lifted lip, 

· submissive posture, 

· growling, snarling, barking, or lunging. 

If these signs appear, remove the dog from the source of the stress--out of the visiting room, away from other animals, or into a less stressful kennel or environment.

•
If a dog is fearful, do not make direct eye contact. Approach the dog at his or her level. Do not reach over the dog’s head. Move slowly because rushing the dog only adds more stress, leading to unpredictable behavior and increasing the likelihood of injury with any animal.
· Inform a supervisor immediately if an animal is:

· Displaying signs of aggression

· May be a threat to other animals or people

· Health is abnormal

· Wear protective gloves, long sleeved shirts, and shoes with closed toes (no sandals) to reduce the degree of injury from bites and scratches and./or infections.

· If you have a question, ask a supervisor.

· If you feel uncomfortable handling an animal – DON’T
RESTRAINT OF ANIMALS

· All staff must have a slip leash on them or close by at all times.

· Pick up and carry or place the animal in an appropriate sized carrier. No dragging animals unless it’s to remove the animal from immediate harm/injury.

· If necessary, use a leash muzzle wrap when picking up an animal.

· Frightened dogs or cats that try to bite, or are fearful, can be safely and humanely moved by wrapping the animal in a heavy blanket or towel and carrying the animal to the run or cage.

· When lifting animals, work in teams of two. Both people lift the animal: one supports the animal’s weight and the other controls the animal’s head.

· Use of Come-a-longs, Rabies stick or control poles is permitted only when absolutely necessary and only by staff members that are properly trained on their use. Use of come-a-longs, Rabies stick or control poles on cats is not recommended and can only be done as a last resort for  capturing the cat. Ensure that pressure applied is limited:  never restrict the cat’s breathing.

·  Use cat nets only when handing fractious cats.

· Transport all cats in transfer cages covered by a towel to minimize stress. Never hold cats in your arms to transport them from room to room.

· Use the feral cat box to transport feral cats for surgery or euthanasia, and then transfer the cat to a squeeze cage when the drugs are administered. Cover the cat while in the squeeze cage to minimize the stress for the cat.

· When transferring cat(s) from cat traps to a holding cage/carrier

·  Slowly flip the cat trap on its side so that the cat trap door opens sideways. 

· Position the holding cage/carrier near the cat trap. 

· As the cat trap door is opened, slowly slide the holding cage/carrier into the open space that the cat trap door is providing. 

· Once the cat cage/carrier is positioned in the opening of the cat trap, open the holding cage/carrier door and tap at the other end of the cat trap to make the cat run into the holding cage/carrier. 

· Once the cat is in the holding cage/carrier close both cage/carrier doors.

APPROACHING FEARFUL KENNELED ANIMALS

•
Remember that the animal may PERCEIVE a threat, even though you do not intend to threaten.

•
Move slowly and deliberately. Quick, sudden, or tentative movements may produce more fearful reactions. Be sure that the animal sees you.

•
Do not make direct eye contact. While you obviously need to watch where you are going and what you are doing, direct eye contact is very intimidating and threatening to the animal. Look to the side, above the head, or toward the floor.

•
Approach at the animal’s level. Even if you are not a very large person, you are taller than the animal and may seem to loom over it. Crouch down (bending at the knees) or kneel or sit on the floor; you should be stable in whatever position you choose. (When working with higher cages, try to bring your hand in from the bottom, rather than the top, of the cage.

•
Do not reach over the animal’s head. Reach out and touch under the chest or chin, or behind and under the ears, rather than over the head. Allow the animal to sniff your fingers first if he wants to investigate you. (Cats will generally “tell” you where they prefer your finger to touch them; the jawbone is often selected!)

Rushing an animal increases stress for the animal and the situation. Increased stress means more unpredictable circumstances, which lead to dangerous situations.

SECURITY OF CONTROLLED SUBSTANCES

Controlled substances 

•
All controlled substances, needles and syringes are to be kept securely locked to prevent the public or any unauthorized persons. 

•
Only staff members who have been adequately trained to use such supplies will have access to them. 

•
Drugs are kept in a safe in the Superintendent’s office or exam room. Only trained employees are permitted access to the safe. 

•
No controlled substance is to be removed from the Shelter unless instructed by supervisor(s). 

Recordkeeping 

•
Each time any amount of a controlled substance is used it must be completely and accurately documented on a euthanasia card kept in the safe. 

•
The following information must be documented according to the Drug Enforcement Agency: date, animal's intake number, and description of animal, weight, the amount used, balance remaining, technician, assistant and (if appropriate) reason for euthanasia (e.g., health, age, behavior). 
•
The animal’s record must be updated to record the date of and reason for euthanasia, weight of animal, the type and amount of controlled substance used, and the technician’s initials. 
•
Immediately report any discrepancy in the drug balance record to the superintendent or designee. 

•
The supervisor will conduct periodic checks of these records to ensure proper accounting of the substance is being followed.

Inventory. 

•
All controlled drugs must be carefully inventoried. 

•
The general supply of drugs is kept locked in the main supply drug safe, and only the Superintendent and designees will have the combination to the safe. 

•
Each time a shipment of a controlled drug is received, it must be immediately placed in the safe and the appropriate paperwork completed, to including matching the invoice with the order slip. 

•
Each bottle must be numbered in sequential order to allow for extra accounting oversight.

•
A euthanasia card is kept locked in the main supply safe listing the type and amount of each controlled drug within the safe. 

•
Each time a drug is removed from the safe, the person taking the drug is required to mark it in the record or euthanasia card and then re-count the bottles and provide that tally in the log book. This helps keep the inventory accurate. 

· Under no circumstances should a page be removed from the euthanasia card. If    a mistake is made, a thin line will be drawn through the error with the necessary correction being made and initialed. 

· Any time the supply safe is opened, either to add drugs from a shipment or to remove a bottle the process must be witnessed by another staff person if available. 

· All entries will be made in ink, and no entry will be erased or completely obliterated. Any discrepancy must be immediately reported to the Superintendent.

· A complete inventory will be conducted twice annually and kept in the file, to be provided to any inspecting agent.

Disposal

· Controlled substances will be disposed of when they reach the end of their shelf life.

· The disposal of the drugs will be noted on the inventory card.

· Drugs scheduled for disposal will be transported to the veterinarian’s office for disposal by personnel authorized to do so by the Superintendent.

· A receipt/notification will be obtained from the veterinarian’s office to confirm delivery.

· Full sharps containers will be sent via Fed Ex or USPS to the sharps service provider.  Authorized staff are to walk container into the postal/service location.  Receipts will be kept to confirm disposal.

· The bodies of deceased animals may be placed in special bags, and the bags placed in the freezer until the disposal service provider picks them up.

· A special service provider will pick up livestock for disposal.

Dog Walking 

Only staff members are allowed to walk animals from the quarantine area and the isolation area.

Volunteers can walk dogs from the adoption area only.  Trained volunteers can walk dogs from the kennels if the dogs have been behavior evaluated.  

When removing a dog from the cage or run, always use a thick slip lead. Never use the clip end of a leash on the collar. Frightened animals may pull back when being walked, and they can easily slip out of the clip collar and run away.  Always remove the dog from inside of the dog building.  Always make sure the front and back doors of the building are closed so no dog can escape.

As the building is exited, keep the dog on a short leash and do not allow the dog to interact, sniff, touch noses, etc. with any other dog or person.

Dogs that are indicated by the staff as being housebroken should be walked at least once a day.

Clean up all feces when walking dogs.

Deposit the feces in the trash can.

Walk dogs only in the designated area.

If a dog gets away from a staff person or volunteer, never chase the dog. Instead, alert the staff and encourage the dog to come back to you with soft voices and treats.

WORKING IN THE FOOD PREP AREA

GENERAL

· Keep this area clean and neat.
· If supplies of rawhides and biscuits run low, re-stock the area from the main inventory supplies. 

· Keep the stock of canned dog food on the shelves complete, re-stocking as needed. 

· Immediately take all dirty dishes to the dish washing station for disinfection.

· Never leave open bags of dog food lying around. All food should be in the plastic food bin. 

· Keep the tops tight on the food holders for adult and puppy food.

· Sweep up any spilled dog food after each feeding.

Filling Water Bowls

For Cats:

· When there are no available bowls, try to use sturdy, flat bottomed bowls – preferably stone crocks or rubber bottom stainless steel if possible – this will reduce the risk of spilled water!

For Dogs:

· Water bowls in the dog kennels automatically fill up with water when low.

Washing the Dishes

Note: Bleach becomes inert after exposure to light, air, and water, so day-old mixture is no longer effective.

· Put dishes in the dishwasher and add a dishwashing tablet.

Disinfecting Dishes:

· Clean any food particles from the dishes by wiping them out into the trash.

· Place dishes in the detergent solution and scrub the inside completely with a green scrubbie (no sponges) and place the bowl in a clear water rinse:

· Stack dishes upside down so they can drain on the racks next to the dish area.

· Take dry dishes back to the proper area: clean dish area for dogs and cats or the food prep area. Do this by the end of the day so there are clean dishes for the next day. 

FELINE ENVIRONMENTAL ENRICHMENT: 

Enrichment for Cats and Kittens:

While kenneled in the cattery or Cat Quarantine, cats and kittens have limited handling contact. They have some interaction with people as staff and patrons walk through the area although this interaction is usually limited to responding to the animals by talking to them. Many of these animals are high-energy and need outlets for mental and physical energy. Cats and kittens are usually more inclined than dogs and puppies to invent play with “found toys,” even without a playmate.

Providing a Secure Area: 

Provide as needed a hiding area for cats, specifically for cats or kittens who appear frightened. Consider hanging a towel over the front of the cage to allow the cat to relax.
· Animals up for adoption should not be provided a place to “hide”.
CANINE ENVIRONMENTAL ENRICHMENT: 

Benefits of Canine Enrichment:

Enrichment helps dogs and puppies maintain their mental, physical, and emotional health so that they remain good adoption candidates and don’t become behaviorally at risk. 

Examples of Enrichment for Dogs and Puppies (for play yard ONLY): 

· Very hard rubber chewable toys. Kong toys, if the appropriate size is given to each dog, are too rigid to be chewed into pieces. 

· Encourage volunteers to use “dog walk time” to its greatest advantage and as much more than simply the chance for the animals to eliminate. 

· Individual exercise opportunities should average 15-20 minutes, including leash time, talking, petting, and interactive play. Active “people time” allows an outlet for mental AND physical energy through focused, interactive play. 

· By focusing on a specific task (repeatedly returning a ball, Kong, or Frisbee; playing “hide-and-seek” with treats or toys, etc.), dogs are able to expel much more pent-up mental and physical energy in a limited amount of time and space. This allows them to greatly reduce stress created by confinement, isolation, and boredom.

Here are some basic health and safety requirements for dog and puppy toys:

· Toys must be able to be easily and thoroughly disinfected, or be disposable after single use.

· Disinfect toys before giving to another animal using the procedure used to disinfect dishes. 

· Toys must be of sturdy construction and appropriate materials so that they pose no danger if ingested or damaged.

Horse Care Protocol & Log Sheet

Horses are to be fed twice daily:

Hay: 1st prior to 9 a.m. and 2nd between 3 & 6 p.m. (Any special feeding requirements will be noted separately.)

· Amount of hay is 1-1.5 pounds per hundred pounds of horse. Most average horses should be feed an Alfalfa / Orchard blend.  Mini horses should be fed Orchard or Alfalfa/Orchard blend fine stem if possible.  (This is an average and may be increased or decreased for individual horse’s needs.) 

· Do not feed new stray horse(s) until the evening feed on the day of intake.  DO provide water! Changes in diet can be a concern for some horses. If the horse is not claimed by end of the intake day, feed as above. If owner calls but is unable to claim or pick up that day, ask what the horse’s usual diet is or if the horse can have alfalfa or blend. If they are concerned they may bring in some of their own hay. Fees of impound are NOT adjusted based on owner providing feed.

· Weights: 

Avg.  Draft horse 1400-2000 lbs., Avg. Standard horse 900-1200 lbs., Avg. Pony 500-800 lbs., Avg. Mini horse 150-350 lbs. (these are average healthy weights)

· Example:  Horse 1000# gets approx. 10-15 # of hay daily split into two rations.



Mini horse 200# get approx. 2-3 # of hay daily split into two rations.

· Start at 1 pound per 100 to see what horse finishes. If hay is “cleaned up” within 2 hrs. after each feeding increase to 1.5 pound per hundred. (Some horses will require more feed than the above noted average.) Increase by ½ pound until hay is being finished a couple hours or so prior to second feeding. 

· If wads of chewed hay are found around or in feeder, let senior staff know. Teeth may need to be floated (filed).

1. Senior Feed:  Feed under vet directive; as a carrier for medication; for pregnant, lactating or nursing mares or for senior horses which are in need of extra nutrients. It should  NOT be an everyday feed item for healthy horses.

· Most have amounts noted on bag. Average amount will be ¼ - ½ pound per 100 lbs. of horse. 

· Example:  Horse 1000# gets 2.5-5 # of senior daily; Mini horse 200# gets ½ -1 # of senior daily. 

2. If a horse is observed not eating bring it to senior staff attention immediately!!

· “Not eating” means if you put feed out and the horse either doesn’t start eating right away or starts but then walks immediately away and does not return to finish. Better to check twice then wait.

· Check corral to see if any manure or new manure can be seen. Check to see if the horse is drinking or has water. Some horses are smart enough to refuse food if they have no water. Food with no water can result in colic quickly.

3. Confiscated or seized horses will have the type of feed directed by senior staff and a log sheet will be kept for legal purposes. 

· It is also to be noted in Chameleon under the individual animal and a new note added when feed changes are made.

4. Hooves: Add notes to Chameleon under individual animals as to trims or shoes done by farrier.

· This should be done every time the farrier works on a horse.  

· The average time between trims or shoes should not be longer than 8 weeks.

· Note the name of the farrier. 

· If thrush (an infection in the frog area of the hooves) is noted by vet or staff or farrier it can be treated with “Thrush Buster”  or similar item as noted on label or by vet directive.

5. Type of feed to give horse under veterinarian care should be noted on vet paperwork and logged into Chameleon. 

· Let senior staff know if any new directives have been given by a veterinarian.

· You are to confirm what was fed, how much was fed. Only staff can put initials in log sheets or put notes in Chameleon, therefore only staff can feed! 
6. Horses must have sufficient water at all times. Any amount under approx. 2 gallons is insufficient.

· Check waters regularly and refill as needed, with full water buckets confirmed at closing.

· Horses consume between 5-15 gallons of fresh water daily. This amount may be higher if weather temperatures increase. 

· Be aware of the amount the horse(s) are consuming. Horses may refuse water from a new source so this should be well monitored the first days of intake.

· If you have court worker fill waters, remember you are responsible for the animal care. They cannot be held responsible. Therefore you will be held responsible for their not doing the job or doing it wrong! Check the work product!

· DO NOT LEAVE SHELTER AT END OF DAY WITHOUT CHECKING WATER!

7. Salt/ mineral blocks (or loose) may be provided and checked daily. 

· Use caution as some types of salt blocks should not to be used on certain livestock. Loose salt/minerals may be a better option. Find the appropriate block. Cooper and Sulfur in a salt block or loose portion can be toxic for sheep or goats. 

8. Horses must be completely cleaned at least once daily.
· If shavings are involved, pick manure out as to maintain as much of the shavings as possible, while still maintaining a clean corral.

·  If shavings are involved and completely soiled (urine) remove that portion. 

· Urine spots in dirt should be filled with fresh fill dirt, to maintain a dry corral, as needed.

 If dirt is needs to be brought in let a senior staff member know.

· Horses can be moved by staff to other corrals to allow for court worker assistance in cleaning. Do not have court workers work with horses. 

· Volunteers may assist with horses only with immediate and direct supervision of staff member. 

9. Mats are to be swept daily.

· If you have court worker sweep it must be done without horse in corral or from outside area.

·  All mats in a corral must be swept when the corral is cleaned. 

10. If you are uncomfortable or intimidated by a horse(s), get a supervisor or senior staff to assist and train you. 

· Do not leave any horse uncared for or skip and continue. 

· STOP and get senior staff! Proceed to next horse only at senior staff directive.

11. Horses are to be groomed weekly.

· Numbers, when assigned due to number of animals impounded or criminal case, should be redone as needed to keep identity clear. Remove old grease pen mark to avoid fungus or sores.

· If a horse has excessive dirt, mud, manure or other filth on its body, groom that animal that day. 

·  Primary grooming is: Pick hooves, brush body to remove excess hair and dirt, brush the fetlock and pastern area well (to prevent scratches from developing), use caution around eyes and ears and always have horse haltered during grooming. Grooming may include bath – rinse well.

· Fly spray should be applied using caution to avoid eyes. Can be sprayed on soft brush or rag and wiped on face.

· Check for sores during grooming. Ground rubs can be treated with medicated salves such 

as “Horseman’s Dream”, A& D Ointment, etc. Use SWAT if sores are being bothered by flies.

· If it appears flies are laying eggs in sores (summer sores) apply a layer of wormer such as “Ivermectin” oral paste to the area after removing eggs. Apply SWAT over wormer. If severe or in eyes, mouth, vulva or penis contact vet for treatment.

12. Verify locks are locked on any corrals outside shelter compound at all times.

13. Horse Health:

· Any medications, vaccines or treatments are to be noted under a new note in Chameleon.

State law requires a record of all treatments received by any impounded animal.

· If any horse is acting out of the ordinary or you are not sure if the actions of a horse are out of the ordinary, (what you are accustom to seeing), stand by observing the horse and contact senior staff or supervisor immediately. 

· If a horse shows any sign of an injury or illness, stand by observing the horse and contact senior staff or supervisor immediately.

·  DO NOT LEAVE an animal you feel may be in distress until advised to do so by a senior staff member or supervisor. If you are not sure ASK! 

Be prepared to describe what you are seeing or have seen: 

· Standing up or laying down

· Sweating (where on body)

·  Rolling or thrashing

·  Kicking – at sides, at corral, at nothing (how, where, etc.)

·  Biting sides – standing or laying down

·  Gagging or unusual neck stretching out

·  Swelling

·  Bleeding – wound or body opening such as eye, ear, rectum, nose, etc (from where)

·  Repeated rocking horse stance (for how long or often) (stretched out stance)

·  Not eating - when and what last fed, perky or depressed demeanor, water available

·  Food coming out nostrils

· When was this first noticed 

· Refusing to bear weight on any limb.
Med Chart Example:
Name: 
Example
  Fed: am/ ch    Fed: pm/ cc     Water: am/dh     pm/ cc      Suppl: am/pm   Meds: am/    pm/          Misc: groomed / CH    renumbered/ CC
Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Name: 

                 Fed: am/       Fed: pm/        Water: am/       pm/       Suppl: am/    pm/  Meds: am/    pm/          Misc:

Livestock Care
As with any of the species of animals under the care of [Enter Name] Animal Control, there is a general protocol for livestock care.  More detailed instructions may be kept at the shelter as care and feeding instructions may be under regular change due to an animals dietary or medical needs or due to the number of animals housed at the shelter.
Loose Livestock

Any animal in the livestock in the livestock area that is not in a stall or pen is considered “loose” and will be sharing feed with the other “loose” livestock.  It is important to make sure all animals can easily access food and water.
Feeding:  

Approx. ½ - 1 flake of hay should be placed in an accessible feeder as needed                       Approx. ½ - 1 scoop of chicken scratch should be provided for any loose fowl                       Approx. 1 cup of pig feed should be provided to each pig                                               Water should be provided daily.

Note:  Please refer to livestock feeding chart or staff for more detailed instructions or changes in feed.  All animals should be fed and watered twice daily unless otherwise instructed by a veterinarian.
Cleaning:

Rake and dispose of fecal matter                                                                               Rake and dispose of old food on the ground or feed buckets                                 Clean old hay out of feeders (hay should be replaced during evening feed)          Clean and refill water buckets

Note:  Cleaning should be done once or twice a week, but may need to be done more often due to weather conditions, the number of animals or the medical needs of the animals.  As with dogs and cats, cleaning may be done by court workers or volunteers, but it is up to the staff to be sure it has been done properly.

Stalled Livestock

Any livestock that is kept in a stall or pen is considered “stalled” and should have their own feeding regimen to meet their specific needs.  There are a number of reasons an animal may be housed in its own stall and should not be turned loose with other animals unless otherwise instructed to do so.

Feeding:

Due to the dietary needs of stalled animals varying, it is advised to check the animal’s feeding chart/schedule for feeding instructions.

Cleaning:

Stalls and water buckets should be cleaned 1-2 times weekly.  Rubber mats and feeders should be cleaned when dirty and if time permits.  Cleaning may need to be done more often due to weather conditions, number of animals or medical requirements.  

Note:  If you are unsure about an animals feeding or cleaning regimen, please refer to their chart, the livestock feeding chart or another staff member to further instruct you.  Court works and volunteers may clean, but it is up to staff to make sure it has been done properly.

New Livestock

Livestock animals that are new to the shelter whether it be from confiscation, stray or owner surrender should be temporarily or permanently housed in a cement kennel or pen separate from the livestock animals that are permanent residents.

Feeding:

Typically new livestock animals that aren’t horses or cattle will be fed ½-1 scoop of alfalfa twice daily.  A feed chart should be made to suit that animals dietary needs.  An owner of the animal(s) may provide food and/or a feeding regimen.  A veterinarian may provide a feeding recommendation.

Cleaning:

Cleaning should be done regularly and may need to be done more often than necessary for permanent residents due to medical needs, number of animals, size of pen, etc.

NOTE:  Please keep in mind a veterinary recommendation supersedes any advice or recommendation given by any staff, “expert”, or potential owner of an animal.  Please be sure animals have water at all times.  Fear or discomfort is not a reason to neglect an animal.  If you are scared or uncomfortable, ask for assistance.  Please note and/or inform an Animal Care Technician, Animal Control Officer Trainee or Animal Control Officer of any changes in behavior, eating, drinking, urinating, defecating or anything else that might seem out of the norm.  If you are unsure, don’t be afraid to ask.      
END OF WORK PROCEDURE

Purpose:  Clarify responsibilities of all staff at the close of business and Officer

responsibilities on securing city premises.

Close of Business:

· Tuesday-Thursday at 1800 hours/0600 p.m. (Open to the Public)

· Saturday at 1600 hours/0400 p.m. (Open to the Public)

· Friday, Sunday & Monday 1600 hours/0400 p.m. (Closed to the Public)

Responsibilities:

· Office and kennel personnel shall vacate City of [Enter Name] premises immediately after the end of shift.  Shift hours provide ample time to lock and secure premises.

· Officer on shift shall observe all office and kennel personnel vacate the premises, which includes but not limited to insuring staff get to their vehicle and exit.

· Officer is responsible to lock and secure premises (doors and gates). Kennel staff is still responsible for securing the animals, equipment and doors.

· If an unforeseen circumstance arises, where personnel cannot vacate the premises, the staff member and Officer must contact the Superintendent to receive further instructions.

· Upon authorization from the Superintendent to remain after hours, Officer who is required to remain to oversee staff vacate the premises must include authorized work time on their timesheet.

· All incidents, accidents, anything out of the ordinary or questionable that occurs on city premises must be reported to the Superintendent or his designee by phone call, text or email immediately.

· Any non-city personnel must be authorized to enter city premises.  Authorization must be obtained from the Superintendent or designee, prior to entrance to city premises.

Exceptions:

· Special events: (examples:  National Night Out, parades, adoptions events, etc.) Personnel required to close the event must complete all transactions and the leave the premises together.

· If an Officer is called to service and must leave the premises during closing, Officer will designate another staff member to insure all staff vacate and premises are locked and secured.  Officer will then return to Animal Shelter premises after the service call and verify premises are secured.
Legend: 

Officer: Animal Control Officer, Animal Control Officer Trainee, Animal Control Services Supervisor and Animal Control Services Superintendent.
ANIMAL EXIT PROCEDURES

DISPOSITION OF ANIMALS 
General
Domestic animals housed at the [Enter Name] Animal Shelter leave in one of following ways: they’re adopted, returned to owner, placed in foster care, euthanized, rehabilitated or transferred. Wild animals are released, sent to a certified rehabilitator, or euthanized.

Adoption
Information about animals adopted from the Shelter must be recorded on the computer record. This includes the date of adoption and the name, address and telephone number of the adopter.

Foster Care

See the Foster Program section of this manual

Return to Owners

Owners claiming a stray animal as their own should provide evidence of ownership such as a bill of purchase, pictures that document ownership over time (i.e. puppy thru adult pictures), proof of rabies or licensing, microchip or tattoo, and/or medical records. If no proof is available, a copy of the person’s ID may be attached to the impound slip with the superintendent’s approval.
The owner's name, address, CDL/ Government ID, telephone number and the date of return should be noted on the computer record. 

If someone claims an animal after the stray hold date
 or there is a lack of proof of ownership, the [Enter Name] Animal Shelter can choose to adopt the animal and the animal is spayed or neutered prior to adoption.
Euthanasia
When deemed necessary for medical, behavioral, or space reasons, domestic and wild animals may be euthanized. Unweaned, critically ill, or seriously injured domestic animals may be euthanized prior to conclusion of the stray holding period to prevent any additional suffering or spreading of any diseases, illness and viruses (only with the recommendation of the veterinarian or the superintendent/person in charge).
The date of and reason for euthanasia, the dosage, and type of drugs used, and the individual performing the euthanasia initials are recorded in the computer record, the hard copy of the cage card, and the euthanasia card (three forms of documentation).

Rehabilitation
Domestic animals, such as chickens, and wild animals may be placed in rehabilitative care. The name of the wildlife rehabber and the date of release should be noted on the computer record.
Release 

Depending on the condition of the animal and circumstances regarding rabies control in the County of Riverside, wild animals may be set free in a safe release area

Transfer 

Animals are released to shelter and rescue partners, if the receiving agency is approved by the [Enter Name] Animal Shelter or if the animal does not belong in [Enter Name].
Adoptions

The following procedures are designed to help place an animal in a suitable home.  

· Our adoption policy is a drawing will be held for all animals one hour after opening on the day they become available.  If no one comes to the drawing then they are available on a “first come first serve” basis  The rules for the drawing are as follows:

· You must by 18 years of age to participate.

· One chip can be drawn per household.  Identification may be checked.

· Chips for adopters can be drawn from opening until the drawing.

· Shelter staff will draw the winning number one hour after opening.

· The winner must be present for the drawing.  Shelter staff will call the winning number 3 times.  If not one comes forward with the winning number after the third call, a new number will be drawn.

· The winning adopter will pay all fees immediately following the drawing.

We will make our best effort to be as fair as possible to give everyone a chance to adopt from us.  This policy applies equally to shelter employees, volunteers and other workers at the shelter.  [ENTER NAME] ANIMAL CONTROL RESERVES THE RIGHT TO REFUSE TO ADOPT TO A POTENTIALLY UNSUITABLE HOME.

Adoption “meet and greet” area.  We have two enclosed greeting areas located behind the animal shelter in which potential owners and their pets can interact with the prospective adoptee. [Note: 
Consider completing a temperament scale for the animal to determine if it is suitable to be adopted (see Policy Library for sample)].
· Family/household members. Because the decision to adopt a lifelong companion is a big step in one's life, it is recommended that family and household members participate in the selection of a pet. 

· If possible, children under the age of 8 years should be observed interacting with the proposed animal. 

· Adult members of the household must be a part of the selection. No one under the age of 18 can adopt an animal.

· Consultation. Once an animal is selected, the computer record and impound slip is reviewed for information about that animal and to inform the applicant of any medical or other issues.

· Shelter staff will work with the applicant and the animal they are interested in and engage in a dialog with the applicant to determine if this is a suitable match.

· Spay/Neuter. All animals adopted will be spayed or neutered before going to their new home.  If they come in spayed or neutered we have a vet verify that the procedure has occurred and issue the appropriate certificate.

· Availability Date.  Animals will be given an availability date and posted on Pet Harbor nine days after impound if no identification or chip is available.  They will be given 15 days after impound if identification or chip/tattoo(s)/tag(s) are detected.  Once the availability date of any animal is published, we can only modify the availability date if we have provided the public with 4 to 7 days notice on Pet Harbor.  The only exception would be if the animal showed signs of a critical medical issue and/or approval from the Superintendent

· Medical Information.  All medical information is kept current in the animal’s record.  This information is to be given to the adopter.

· Adoption Includes.  An adoption packet with coupons and other informational handouts is provided at the time of the adoption.

· Finalizing an adoption.  The final adoption process includes payment of the adoption fees, signing the return policy and adoption contract, issuance of medical information and adoption paperwork which includes the spay/neuter certificate, receipt of adoption and a receipt for a dog license deposit (if they are [Enter Name] residents and the dog is over four months of age).  If an animal has a microchip, then the microchip number and information on registering the pet is also provided.  Enter all adopter information in computer i.e., name, address and phone number.
· Refunds. No matter how careful the Shelter is in attempting to match the right pet with the right family, there will be occasions where animals will be returned to the Shelter. Adoption fees are refundable if a medical issue becomes apparent within 10 days of the adoption and is verified by a vet.

Preparing a List of Animals for Transfer TO PARTNER SHELTERS OR BREED RESCUE

The Superintendent, Animal Control Officer, ACO Trainee or other designee can prepare a list of animals for transfer, export, or offsite adoptions. 

· Animals are selected for possible transfer during the daily walk through by the ACO Trainee of designee. 

· Animals are selected based on their ability to be adopted by the receiving agency, time at the shelter, health, and how they are doing in this environment. We will also transfer animals that have borderline behavior concerns that are workable in a different environment.

· We do not transfer problem animals just so we do not have to euthanize them.

The following must be done by the person preparing the list.

· Access the computer record or intake form for each animal and check the memo field for holds or notes about that animal that would prevent the transfer or export.

· Check the lost reports for each of the animals on the list for possible matches.

· Give the list to the volunteer coordinator or staff person who will contact our partner shelters and our approved breed rescue list.

· Adoptions to the rescue will be processed as a regular adoption.  Appropriate fees will be collected prior to adopting the animal to the rescue group.  Exceptions to this must be approved in advance by the Superintendent of [Enter Name] Animal Control Services.

· Breed rescue groups are not given preferential treatment over other potential adopters.

EUTHANASIA DECISIONS
Humane euthanasia of animals - a practice acknowledged by most animal protection organizations as an acceptable means for alleviating or preventing suffering – is still necessary due to the surplus of animals received at our shelter and those in the surrounding communities. Euthanasia is not a decision we take lightly, but one we must make nonetheless.

We sincerely wish that every animal that comes to us could be adopted to a caring, responsible home. Unfortunately, there aren’t enough quality homes for placement. We evaluate the health and temperament of each animal on an individual basis. We use our experience and protocol to evaluate an animal’s needs and balance those needs with the greater good of the animal population in our care.  Since euthanasia is the final act of kindness that can be shown to an animal, it is the policy of the [Enter Name] Animal Shelter that animals be handled with respect and sensitivity and protected from stress, fear, discomfort, and pain.

Each animal who comes to us is evaluated in its entirety; taking into account both behavior and medical conditions. Euthanasia must be considered:

· When an animal is felt to be suffering mentally, emotionally or physically with a poor prognosis, protracted painful recovery, or incurable illness

· When an animal is deemed to pose an unacceptable danger to other animals, itself, or the public

 We also recognize the adoptability of animals in shelters may be impacted by:

· temperament

· previous history, age, breed, health

· ability to cope with kennel stress

· available space, time of year

· foster care resources, human resources, budget

· personal attachments by staff and volunteers

· requirements ordered by the courts or Animal Control

Staff will assess an animal’s behavior, temperament and health. This information is used to determine if an animal is healthy, treatable, or unhealthy/untreatable: 

Animals may display behavior patterns or have physical conditions that would make them difficult to care for at the shelter or in a home environment. Some animals may be dangerous to people or other animals and it would be not be in the best interest of [Enter Name] Animal Shelter or the community to place such animals. 
Any owner request where there is proof of ownership and the animal is visibly ill, injured, aged or aggressive will be euthanized immediately to prevent any further suffering.
Information from the behavior and health evaluations is included in the decision making process. Supervision reviews euthanasia decisions as needed. When there are conflicts about a euthanasia decision, the supervisory team will review the case and make a final decision. Staff members must bring questions about euthanasia decisions directly to the Superintendent. 

All animals slated for euthanasia will be scanned for a microchip and checked for a tattoo. If the animal is a stray, a final search will be conducted in lost animal reports. The reason for euthanasia will be documented in Chameleon and on the euthanasia card.

THE DECISION MAKERS
Daily Walk-Through Process

The ACO trainee and/or staff walk through the shelter weekly to select animals for possible euthanasia, taking into account the animal’s health, behavior assessment, “holds”, and adoptability. 

Animals are evaluated during the weekly walkthrough.  

· If an animal is sick or it is showing signs of an oncoming illness, the animal is moved to the isolation area for that species, notations are made on an animal’s kennel card and in the computer record as to the type of illness and its severity. 

· If the animal is treatable with medication, therapy will be offered and documented by the veterinarian. 

· If an animal’s illness is contagious (i.e. it may infect the entire kennel or human health) or if the animal is suffering, the veterinarian may authorize euthanasia and note it accordingly. 

· Animals with clinical signs and a positive Parvo snap test are immediately euthanized.

NOTE: Although an animal may be considered for euthanasia, if euthanasia is not immediate and the animal can be kept comfortable, the animal is still given medications to increase his or her comfort and reduce pain.

Alternatives

Alternative options will always be reasonably explored for animals initially accepted for adoption but that fail to continue to meet the criteria for adoptability. Some examples of options to pursue include cooperating with other placement facilities and assisting with appropriate foster care. The shelter works with many reputable breed placement partners who may also be able to assist.

CRITERIA FOR EVALUATING ANIMALS FOR EUTHANASIA

It is critical for staff and volunteers who do not make euthanasia decisions to understand the pain, emotion, and guilt associated with this role. The decision-makers face a difficult task, and their selections must be respected, even if they are different from your own. 

We strive to be compassionate, fair, and professional as we accept the responsibility for managing the thousands of homeless animals that enter our shelter each year. Making euthanasia decisions is difficult and emotional for those who must choose. 

Determinations regarding some animals are clearer than others. To assist the staff who must perform that role, criteria are listed below that may help in those grueling moments. 
Stray Animals

Strays are kept for 7 business days before we can make the decision to place the animal up for adoption, or consider euthanasia. However, if the animal is suffering due to severe injury, illness and or behavioral issues, the animal may be euthanized, with Superintendent, Sr. ACO, ACO trainee and/or veterinarian’s approval before the stray hold period ends. Records will clearly note the medical or behavioral reasons for euthanasia. 

Owner-surrendered Animals

The Shelter will euthanize animals of citizens requesting this service. There may be occasions when a pet owner requests euthanasia but the staff member receiving the animal feels that it is adoptable. The employee may discuss this with the owner and may consult a supervisor. If the owner remains adamant, the animal should be euthanized immediately.  Owner surrendered animals deemed suitable for adoption are generally held for 3 days prior to being made available for adoption.

Purebred Animals

Because many breeds have rescue groups, purebreds are not to be euthanized without first attempting to place the animal in rescue. If the animal is aggressive, injured or ill, he or she may be euthanized without consulting rescue. 

Illness or Injury

Animals can be considered for euthanasia if:

· their injuries or illness are untreatable

· treatment is cost prohibitive for the average person (i.e. severely broken bones, broken backs, and extensive burns)

· keeping the animal alive would result in pain or a poor quality-of-life

Animals in Adoption Area

Euthanasia decisions must be made when there are animals in the healthy hold area of the shelter that are adoption candidates and need to move to adoption. Animals who have been in the adoption area who may fall in one of these categories may need to be considered for euthanasia:

· Dogs whose behavior is becoming worse: i.e. leaping up, trying to escape, trying to bite, and/or charging the gate.

· Dogs that have been up for adoption for weeks/months with no interest and are becoming lethargic, aggressive, or barrier aggressive.

Aggressive Animals

Any animal, regardless of its size, sex, or breed that is known to be aggressive or exhibits signs of aggression towards people or other animals may be euthanized. Determination of aggression can be made from past history, an/or day-to-day interaction with the staff and volunteers. 
Aggression includes:

· defensive and threatening behaviors
· actual attacks
· lunging at humans

· baring teeth

· exhibiting other characteristics that may make it a poor family companion for the average adopter

Generally, cats need more time to adjust to their surroundings and noises. They should be placed in a quiet cage, with the front covered with a towel, and then re-evaluated after they have been given time to relax. 

Wildlife

Generally, most wildlife comes to us injured, and rehabilitation is not possible, or is extremely difficult or stressful for the animal. If the staff feels the animal (other than raccoons and skunks) can be rehabilitated, a licensed wildlife rehabilitation facility or rehabilitator may be located. 

Holding Times

Individual animals may be marked “Do not PTS” which means that animal cannot be euthanized without permission from the Superintendent or designee who asked for the animal to be held. Holding animals makes euthanasia decisions extremely difficult. It is important to understand that if one dog is held, another is euthanized in its place. 

If “do not PTS” is placed on the animal’s record, it must also contain the full name of the staff person who placed the hold.

EUTHANASIA TECHNICAL PROCEDURES

Exam /Euthanasia room must be cleaned before and after use every time. 

Get the approval to perform the task and check for microchip, identification markings or tattoos and reexamine collars, chains or harness if there are any.

Identify the animal(s) that will be euthanized.

Make sure the animal(s) are not viewable from the Chameleon and internet system (take the animal out of the system by entering the outcome).
Determine what the reason is that the animal(s) will be euthanized and leave the remarks on the animals impound slip and euthanasia card/chart/records.

Euthanasia must be performed in the examination room unless the animal(s) or personnel that will be administering the drug are not able to move, transport, walk or bring the animal to the examination/ euthanasia room.

Euthanizing will only be performed by personnel that are certified to perform euthanasia and approved by the superintendent. 

Euthanasia will be handled by one personnel for cats, fowls and smaller animals. Two or more personnel (TECHNICIAN and HOLDER(S)) maybe required for dogs, livestock and exotic animals. If there is a large amount of animals to be euthanized then two or more personnel will be allowed.

The administration of the drug must be given at the proper weight to medicine ratio. 1cc per 10 pounds for fatal plus. Fatal Plus will be administered with either IV (intravenous) or IP (intraperitoneal).  Fatal Plus can only be administered IC (intracardiac) if the animal is anesthetized.  Tranquilizations of  0.5 cc of Xylazine and 0.5cc of Ketamine mixed together will be used to tranquilize of animals up to 100 pounds and should be given IM (intramuscular).

When euthanizing any animal all personnel must use properly working syringes and needles. Personnel must recap each needle before and after use of every needle whether or not attached to a syringe.  Recapping of the needle by placing the cap on a flat surface or table, insert the needle into the cap then lift the syringe with the needle attached upright, and snap down the cap. If any needles or syringes are clogged, slip off or crack, the defective equipment must be discarded in a sharps container and a working syringe and needle selected. All personnel must provide undivided attention to the task at hand.

When euthanizing an animal that can be properly restrained, the Holder must muzzle or hold the animal’s head in a humane way that would allow the animal be relaxed and to prevent any injury to the personnel and or animal(s). The Holder must try to provide the minimum force for restraint. 

Once the animal is properly restrained the Holder is to hold the arm or leg of the animal for the Technician to start euthanasia. The Technician must also grab the arm that the holder is holding. The Technician will align the needle alongside or atop of the vein. If the vein is a rolling vein then the technician will place their thumb on the opposite side of the vein into which the needle will be injected.  This is done to prevent the further movement of the vein. The Technician can use different methods to find the vein such as: shave the area that is needed, use a paper towel of either alcohol or water or gently press the paw back and forward to expose the vein.

After aligning the vein and needle, the Technician will then slowly inject the needle into the vein.  The Technician will pull the bottom of the syringe back to see if there is a flash of blood to confirm that the needle has entered into the vein correctly. If a vein is blown, then the Technician and the Holder are to either see if they can move higher on the vein or switch to a vein that hasn’t been blown, and repeat the previous step. 

Once the animal has received the medicine and is unconscious, the Holder will lower the animal gentle and humanely to the floor or resting area. The Administer and Holder will check to confirm that the animal has completely passed away by different methods: fingers to either side of rib cage for heartbeat; check gums to see if they have darkened; eyes to see if there is any movement when touching the eyelids, eyes to see if they are dilated, muscle spasms and heart stick (needle to cardiac) which should only be done as last resort if none of the previous methods show to be effective.

After the animal has completely passed it shall respectfully and humanely be remove from the Examination/ Euthanasia room to a freezer, or back to the responsible party that is picking up the animal(s).

The Technician and the Holder will clean and organize the room after every animal that enters and exits the room. 

After the cleaning and organizing of the examination /euthanasia room the Technician will document the dosage of the medicine (FATALPLUS) on the EUTHANASIA CARD/CHART/RECORDS, CHAMELEON and IMPOUND SLIP.
The Technician will enter the outcome information on Chameleon, including: 
“Euth” under type, subtype information, condition information, date, time, weight, dose, dose 2, bottle, receipts if owner is requesting animal to be euthanized.

The Technician will complete the euthanasia card/chart/records and Impound slip: as illustrated on the next pages for examples.  [insert visual examples]
STANDARD EUTHANASIA METHODS FOR COMMONLY USED SPECIES

Rodents (Mice, Rats, Gerbils, Hamsters, Guinea Pigs, and Voles)

Carbon dioxide (CO2) To effect 

Sodium Pentobarbital 100 or > mg/kg IV, IP 

Commercial Euthanasia Solution (Sodium pentobarbital 390 mg + sodium phenytoin 50 mg/ml) (e.g. Beuthanasia®, Euthasol®, Fatal-Plus®, Somlethal®) 0.22 ml/kg IV, IP (~86 mg/kg pentobarbital) 

Decapitation under anesthesia (anesthesia details must be specified in ACUP) 

Cervical dislocation under anesthesia (anesthesia details must be specified in ACUP) 

Rabbits

Sodium Pentobarbital 100 or > mg/kg IV, IP 

Commercial Euthanasia Solution (Sodium pentobarbital 390 mg + sodium phenytoin 50 mg/ml) (e.g. Beuthanasia®, Euthasol®, Fatal-Plus®, Somlethal®) 0.22 ml/kg IV, IP (~86 mg/kg pentobarbital) 

Exsanguination under anesthesia (anesthesia details must be specified in ACUP) 

Cats and Dogs

Sodium Pentobarbital 100 or > mg/kg IV 

Commercial Euthanasia Solution (Sodium pentobarbital 390 mg + sodium phenytoin 50 mg/ml)(e.g. Beuthanasia®, Euthasol®, Fatal-Plus®, Somlethal®) 0.22 ml/kg IV (~86 mg/kg pentobarbital) 

Potassium chloride under anesthesia to effect (anesthesia details must be specified in ACUP) 

Livestock (Cattle, Goats, Horses, Sheep, and Swine 

Sodium Pentobarbital 100 or > mg/kg IV 
Commercial Euthanasia Solution (Sodium pentobarbital 390 mg + sodium phenytoin 50 mg/ml) (e.g. Beuthanasia®, Euthasol®, Fatal-Plus®, Somlethal®) 0.22 ml/kg IV (~86 mg/kg pentobarbital) 
Nonhuman Primates
Sodium Pentobarbital 100 or > mg/kg IV, IP 

Commercial Euthanasia Solution (Sodium pentobarbital 390 mg + sodium phenytoin 50 mg/ml) (e.g. Beuthanasia®, Euthasol®, Fatal-Plus®, Somlethal®)0.22 ml/kg IV, IP (~86 mg/kg pentobarbital) 

Amphibians and Fish

Sodium Pentobarbital 100 or > mg/kg IV, ICL 

Commercial Euthanasia Solution (Sodium pentobarbital 390 mg + sodium phenytoin 50 mg/ml) (e.g. Beuthanasia®, Euthasol®, Fatal-Plus®, Somlethal®) 0.22 ml/kg IV, ICL (~86 mg/kg pentobarbital) 

Benzocaine hydrochloride 250 mg/liter (Water bath) 

Tricaine methane sulfonate (e.g. MS-222®) 3 g/liter (Water bath buffered with sodium bicarbonate) 

Birds

Carbon dioxide (CO2) To effect 

Sodium Pentobarbital 100 mg/kg IV, ICL 

Commercial Euthanasia Solution (Sodium pentobarbital 390 mg + sodium phenytoin 50 mg/ml) (e.g. Beuthanasia®, Euthasol®, Fatal-Plus®, Somlethal®) 0.22 ml/kg IV, ICL (~86 mg/kg pentobarbital) 

 Reptiles

Sodium Pentobarbital 100 or > mg/kg IV, ICL 

Commercial Euthanasia Solution (Sodium pentobarbital 390 mg + sodium phenytoin 50 mg/ml) (e.g. Beuthanasia®, Euthasol®, Fatal-Plus®, Somlethal®) 0.22 ml/kg IV, ICL (~86 mg/kg pentobarbital) 

Abbreviations

IC = Intracardiac                                                        
ICL = Intracoelomic

IP = Intraperitoneal  
IV = Intravenous
G = Gallon

KG = Kilogram

MG = Milligram

ML = Milliliter
HORSE AUCTION PROCEDURE
Pre-Auction

City of [Enter Name] Animal Control Services will auction off the horses within the next 30-45 days. During that time window based on our veterinarian recommendations:

The following will occur:

1. The 2 studs will be gelded

2. All horses will updated on vaccinations

3. All horses will have hoofs trimmed out

4. All horses will be bathed and brush out

Process:

1. [Enter Name] Municipal Code Section 8.04.040 (d) requires the city to publish once in a newspaper within the City and the terms of the auction. 

2. The notice shall specify the date of auction which date shall provide at least ten days but not more than twenty days’ notice of said auction.

3. Staff will run notices in the Press Enterprise for two weeks

4. Staff will post the auction on both Animal Control, and the City’s Facebook pages.

5. Staff will post an auction ad to be displayed on the City’s electronic sign on Sixth Street.

6. Staff will post flyers at various local feed stores and other [Enter Name] businesses

7. The week prior to the auction staff will take out a horse to walk and allow inspection by potential buyers, and his or her vet. 

8. The days leading up to the auction including the day of the auction  interested parties will come in and fill out auction/adoption forms and get an auction number assigned to them. 

9. Staff is in the process of hiring an auctioneer. (Robin G. has given us a couple of animal auctioneer – 1 is local)

10. Potential buyer will then use these numbers to bid on a horse the day of the auction

a. Reserve:  Animal Control will set a minimum bid of $300 dollars for each horse.

Post-Auction

Once sold the sale will be finalized only after the buyer agrees to the terms and conditions of the Auction/Adoption Form shown below.

· You must be 18 years or older to participate in the auction

· The animal must be paid for and removed from the facility by the buyer by 5pm on the auction day

· Payment must be made in cash or by debit card immediately after auction. No checks will be accepted

· Sales tax will be added to all auction transactions based on the current [Enter Name]/Riverside County sales tax rate of towards all auction sales.

· All sales are final

· Animals may only be purchased for personal use and not for purposes of resale, resale for slaughter, or holding or transporting the equine for slaughter, pursuant to California Penal Code 597.2 (c) 2

· [Enter Name] Animal Control reserves the right to refuse to adopt/auction to a potentially unsuitable home

· All potential purchasers must demonstrate the ability to adequately care for and board the horse

· The prior owners of a horse may not participate in the auction, nor may any party    bid on their behalf

· [Enter Name] Animal Control reserves the right to check on the welfare of this animal(s) at any time during the next 12 months.

CITY OF [ENTER NAME]
AUCTION/ADOPTION USER AGREEMENT

HORSE





________________________________

IMPOUND NUMBER



________________________________

NAME:





________________________________

PHYSICAL ADDRESS



________________________________

STABLING ADDRESS



________________________________

CITY/STATE





________________________________

HOME PHONE




________________________________

CELL PHONE




________________________________

DRIVERS LIC#/STATE/EXPIRATION

________________________________

Transaction User Agreement:  Sale will be finalized only after Buyer agrees to the following terms & conditions below:

1. You must be 18 years or older to participate in the auction.

2. The animal must be paid for and removed from the facility by the buyer by 6pm on the day of the auction.

3. Payment must be made in cash or debit card.

4. Sales tax will be added to all auction transactions based on the [Enter Name]/Riverside County sales tax rate of (8%) towards all auction sales.

5. All sales are final.

6. Animals may only be purchased for personal use and not for purposes of resale, resale for slaughter, or holding or transporting the equine for slaughter, pursuant to CA Penal Code 597.2(c) 2 [NOTE: Recommend referencing AB 128-This bill requires a written bill of sale and sworn statement that the horse purchased at a public auction or private auction is not being purchased for slaughter.].
7. [Enter Name] Animal Control reserves the right to refuse to adopt/auction to a potentially unsuitable home.

8. All potential purchasers must demonstrate the ability to adequately care for and board the horse.

9. The prior owners of a horse may not participate in the auction, nor may any party bid on their behalf.

10. [Enter Name] Animal Control reserves the right to check on the welfare of this animal(s) at any time during the next twelve (12) months within the City of [Enter Name]. Changes in custody of the animal(s) will not be made without first notifying [Enter Name] Animal Control. 

Signature: _____________________________________

Date: ___________

Disclaimer:  By bidding on any livestock item, you expressly agree that your purchase is at your sole risk and subject to the Auction User Agreement. The services and/or any items purchased or obtained through the auction process and or any transactions entered into through the auction services are provided on an “as is” and “as available” basis. The City of [Enter Name] disclaims, on its own all warranties of any kind, whether express or implied, and specifically disclaims any implied warranties of title, merchantability, fitness for a particular purpose and non-infringement. No advice, opinions or information, whether oral or written, obtained from the City of [Enter Name] or through its website or promotional services shall create any warranty.  Bidders Notice:  The only accepted payment methods for bidders from the United States are Credit Card, Debit Card or Cash.  We currently accept Visa, MasterCard, or Debit Cards that bear the Visa or MasterCard logo only on the confiscated horses.

FIELD PROCEDURES

LOADING AND UNLOADING CAPTURED ANIMALS INTO/FROM THE ANIMAL CONTROL VEHICLES 

Loading captured friendly/approachable animals:

· Use a reliable lead rope/leash. Fit the leash around the animal’s neck for best control.

· Move as close as possible to the animal. The less you have to reach, the less you will arch your back, which will keep the force on your muscles and off your spine

· Squat down. By squatting, you are putting your legs in a position where they can drive the load upward. This will also move you close to the load, which will keep your back straight.

· Move your shoulder blades backward to make a firm muscular base for the animal.

· Push with your legs so that they do the bulk of the lifting.

· Never be afraid to ask for help when lifting heavy animals/objects. It is safer to lift an animal with a partner. When working with another person, choose one person to direct the lifting and carrying. 
· If using a stretcher on an animal only do so if the animal can be muzzled and strapped down for the handler’s and animal’s safety.
Loading captured aggressive, fearful or nervous animals:


· Only use a come-a-long/catchpole/rabies-stick if the animal is exhibiting signs of aggression, fearfulness or nervousness to minimize stress and/or injuries.
· Always move slowly towards the animal with a come-a-long/catchpole/rabies-stick.

· Release the noose on the come-a-long/catchpole/rabies-stick, place it around the animal’s neck, and pull the release cable at the opposite end to tighten the noose. Do not over tighten, over tightening will cause the animal to suffocate. 

· To place the animal in the Animal Control vehicle:
· Position the animal close to the Animal Control vehicle
· Open the cage that the animal will be placed into
· Position the animal in the direction to enter the cage
· Squat and lift come-along/catch pole/rabies-stick upward
· Once the animal is inside the cage, close the cage door.
· Release the noose and remove the come-along/catch pole/rabies-stick
·  Loading captured animals that are in cages/carriers/boxes:
· Move as close as possible to the cage/carrier/box. The less you have to reach, the less you will arch your back, which will keep the force on your muscles and off your spine.

· Squat down. By squatting, you are putting your legs in a position where they can drive the load upward. This will also move you close to the load, which will keep your back straight.

· Move your shoulder blades backward to make a firm muscular base for the cage/carrier/box. If cage/carrier/box has a handle on the top or side grab firmly and pull upward.

· Push with your legs so that they do the bulk of the lifting.

· Never be afraid to ask for help when lifting a heavy animals/objects. It is safer to lift an animal with a partner or by using a stretcher, come along/catch pole/rabies stick than to carry a too-heavy animal by yourself. When working with another person, choose one person to direct the lifting and carrying. 
Loading livestock (Horse, Pig, Goat, Bull, Bovine, et al)
· Preferably use a ramp to the animal control trailer that is being towed by an Animal Control qualified/city issued vehicle. 
Activation of N.A.R.T and Responsibility of Superintendent

Activation

· Activation of N.A.R.T occurs in two ways:
1) In the event of a local emergency response by Riverside County Fire, and as determined by the Incident Commander, NART members will be activated by the dispatch center. The dispatch center will contact a Team Leader or others as designated by the Fire Department Liaison and notify them of the activation. Activated members will immediately report to the staging area at Fire Station 47.  Fire Station 47 is located at the corner of 6th and Hillside at 3902 Hillside Avenue.  An alternate location may also be used at 3367 Corydon Ave.
2) In the event of an animal-related emergency or incident not involving Riverside County Fire, such as an injured animal or animal running loose, the NART members may be activated by the [Enter Name] Animal Control Superintendent or superintendents designee. In such cases, the [Enter Name] Animal Control Superintendent will contact a NART Team Leader directly by phone. The Team Leader will notify the dispatch center of the incident and the commitment of the team. When any emergency situation involves any member of the Riverside County Fire Department, the Fire Department will be responsible for control of the emergency

Animal Control Superintendent
The [Enter Name] Animal Control Superintendent will be kept informed and copied on all correspondence related to activities of the NART to ensure an integrated joint effort during emergencies, animal rescue operations and training activities.

· The [Enter Name] Animal Control Superintendent or superintendents designee responsibilities include:
· Notify the Director of Parks, Recreation and Community Services and City Manager of any activation of NART involving the Animal Control Services Division independent of Riverside County Fire.
· Ensure an integrated joint effort during emergencies, animal rescue operations and training activities.
· Participate in NART training activities and meeting as appropriate.

·  Coordinate with the Riverside County Fire Department Liaison to ensure that basic safety equipment is provided to the NART teams.

· Function as the Incident Commander at an animal-related scene that does not involve a fire department response.

· Ensure that NART resources are effectively deployed to complement the resources of the Animal Control Services Division 
HOME QUARANTINE PROCEDURE

For animals that are currently under quarantine:
1.
At the discretion of [Enter Name] Animal Control, Animal Control Officers, citizens may be authorized to quarantine animal(s) on their premises providing that they observe the following Quarantine Procedures.

ANIMALS QUARANTINED:

· May not be removed from the quarantined premises.  Must have prior written permission from [Enter Name] Animal Control

· May not be taken for walks or rides.

· Must be under the control of a responsible adult at all times unless secured on property by cage, house, garage, fence etc.

· Must not be permitted to come into contact with any other animals or humans, other than those in the immediate household.  Note:  All animals in the household will be quarantined and subject to the same requirements.

· Must be confined under restraint on the premises and may be allowed outside only if the area’s fence is sufficiently secure to prevent the animal(s) from jumping, digging, or otherwise escaping.  Control must be maintained to ensure no other animals can access the property come into contact with the quarantined animals(s), including cats, wild animals, etc.

· Cannot be in any open and/or unfenced area.
· Must be available for inspection or examination by authorized personnel at any time during the quarantine period.

· Shall remain quarantined until released by [Enter Name] Animal Control personnel.

RESPONSIBILITIES OF PERSONS AUTHORIZED TO HOLD ANIMALS UNDER QUARANTINE:

1. Immediately notify the [Enter Name] Animal Control if the quarantined animal(s) becomes sick or dies.

2. DO NOT DISPOSE OF THE BODY if the animal dies. Instead contact the [Enter Name] Animal Control who will pick up and transport the animal(s) to the Health Department for Rabies testing.
3. Understand that authorization for on property quarantine may be revoked at any time during the quarantine period, and if revoked, a [Enter Name] Animal Control officer will pick up the animal and finish the quarantine at the shelter at the owner’s expense.
4. Understand that on-property quarantine is solely at the discretion of [Enter Name] Animal Control and in no way indicates that a future quarantine will be conducted in the same manner on the same property.
5. Understand that failure to comply with the aforementioned conditions constitutes a misdemeanor.  Any person in violation will be required to quarantine their animal(s) at [Enter Name] Animal Control’s facility or other location approved by [Enter Name] Animal Control at the owner’s expense for the remainder of the quarantine period.

HOW TO USE TRANQUILIZER GUN AND TOP BREAK PROJECTILE RIFLE

[image: image2.png]TO FILL DART

(Latex gloves are recommended to be used when
filling dart with drug)
1. Hold dart in vertical position and
2. Insert 2" 18 gauge hypodermic needle
in dart needle
3. Fill dart with required amount of drug.
4. Cover hole in dart needle with vaseline.

Polypropylene

Teil Piece Firing Pin
Spring
Pyrodex Plastic Plug
Paper Caps. Rubber Plunger
Aluminum Body

Aluminum Farrel

Stainless Needle

CAUTION R
* Do not shake or drop darts as trey could detonate.
* Do not leave darts in hot places. [As on dashboards
.of vehicles that sit in the sun.]
*  Be careful when filling dart and always hold
needle away from your face.
*  Un-fired darts should be handled with care and
stored in an appropriate container.
* Fired darts should be recovered when possible
and disposed of in a safe manner.

Users acknowiedge and accept any and all liability when using
this product. Extreme caution should be present at all times.

FOR FREQUENTLY ASKED QUESTIONS
Call 866-299-DART (3278) or visit our web site
www.pneudart.com
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To Fill Dart:

· Hold dart in vertical position and

· Insert 2’’ 18 gauge hypodermic needle in dart needle

· Fill dart with required amount of drug

· Cover hole in dart needle with Vaseline

Loading Dart/Tranquilizer gun

Pump action: 

· Make sure safe lock is on (position the small knob near the trigger to the right)

· Load tranquilizer dart into chamber.

· Lock chamber with locking bolt. 

· Pump the rifle to desired pressure (1 to 10) pumps.

· Cock gun.

· Aim at intended target/animal.

· Squeeze the trigger.

Co2 bolt action:

· Load C02 cartridge.

· Remove bolt from barrel.

· Insert desired dart.

· Reinsert bolt into barrel.

· Cock gun.

· Aim at intended target/animal.

· Squeeze the trigger to fire.

Loading top break projectile rifle:

· Safety is on when external hammer is released.

· Depress external top lever to bend receiver (hold barrel with hand while depressing top lever, place palm/finger over top of barrel to prevent ejection of extractor).

· Remove extractor from barrel.

· Load shell into barrel.

· Load projectile pellet into extractor. 

· Load extractor into barrel.

· Rejoin the receiver back to the barrel.

· Cock external hammer.

· Aim at intended target/animal.

· Squeeze the trigger to fire.
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SNAKE HANDLING

How to Handle Snakes:

Keeping a safe distance: 

· Large snakes can strike about 1/3 to ½ of their own body length.

· Small snakes can strike about ½ to 2/3 their own body length.

· Very small can strike their whole body length.

· Always be aware of your surroundings (objects, other animals, location, etc.)

Move slowly and deliberately:

· Haste moves can result in accidents and irritating the snake.
· Slow and smooth movement result in safe handling.
Don’t get overconfident:

· Grabbing a snake by tail or behind the head are techniques that should only be done by professionals with proper extensive training.

· Never put hands in front of snakes.

· Always be cautious of surroundings and equipment.

Tools to contain snake: 
· Large/long pool bucket. Just always remember to poke holes into lid for air ventilation. When placing snake in bucket do so with the assistance of snake tongs, once snake is inside release the grip of the tongs when you feel snake has calmed down. Remove the tongs and close lid (twist top to tighten or press to close). 

Decapitation: 

· This is the last result in attempt to contain a snake. If this must be done be cautious because a decapitated head can still bite (poisonous heads needs to be handled  with extreme caution and placed in a container to prevent a bite or contact with the venom)

· Disposal of the remains needs to be placed in a secure area (freezer for deceased animals) covered/sealed/double bagged and labeled.

Handlers:

· Handling of snake(s) is preferably done by one person/handler to limit error. Two or more people/handlers is allowed for snake(s) over six feet in length.

STOCK CONTRACTOR OVERSITE

[Enter Name] Animal Control Services (NACS) will inspect all livestock and animals when an event is held at the George Ingalls Equestrian Event Center (GIEEC). Any animal that is identified by staff as injured or sick may be pulled from the event. All Rodeo events held at GIEEC will follow the rules and procedures set forth in 596.7 titled Rodeos. All animals will be inspected prior to the event taking place and will require a Special Event and Rodeo Check List to be filled out. All rodeos will be monitored by [Enter Name] Animal Control staff during the event. No Electronic devices or hot shots will be allowed to be used without prior approval by staff. 

BACKGROUND CHECK REQUIRED

It is a requirement for all stock contractors to go through a background check prior to the event being held. All background checks will be performed by the [Enter Agency]. A failed background check may cause the event to be cancelled and the permit pulled.

Special Event and Rodeo Check list
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Stock Contractor of Record

Company Name_________________ 

Owner’s Name______________________
Address_______________________   

City_______________________________

State_________________________


Zip Code___________________________
Home Phone___________________

Cell Phone__________________________
Sub-Contractor

Company Name_________________

Owner’s Name_____________________

Address________________________

City______________________________

State__________________________

Zip Code__________________________

Home Phone____________________

Cell Phone________________________

Sub-Contractor

Company Name________________


Owner’s Name____________________

Address______________________


City_____________________________

State_________________________


ZipCode_________________________

Home Phone___________________

CellPhone_______________________

Ambulance Service/Certified Medical Personnel

Company Name________________________


Phone__________________

Veterinarian on Site

Name_________________________________


Phone__________________

Veterinarian on Call

Name_________________________________


Phone__________________

Rodeo Stock

Total Number of Horses___________________

Condition of Horses   Excellent_____   Good_____   Fair_____   Poor_____

Injured/Pulled Horses_____________________

Area/Location Injured_____________________

Vet Check to Reinstate   YES_____   NO________

[image: image6.jpg]


            [image: image7.png]



Rodeo Stock Continued
Total Number of Bulls______________________

Condition of Bulls   Excellent____   Good_____   Fair____   Poor_____

Injured/Pulled Bulls________________________

Area/Location Injured_______________________

Vet Check to Reinstate    YES______   NO_______
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Total number of Calves_____________________

Condition of Calves   Excellent____   Good_____   Fair_____   Poor_____

Injured/Pulled Calves______________________

Area/Location Injured______________________

Vet Check to Reinstate   YES______      NO______

[image: image10.png]


                                             [image: image11.jpg]



Rodeo Stock Continued

Total number of Sheep____________________

Condition of Sheep   Excellent_____   Good_____   Fair______   Poor_____

Injured/Pulled Sheep_____________________

Area/Location Injured____________________

Vet Check to Reinstate   YES_____   NO______
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ENFORCEMENT OF ANIMAL UNIT OVERAGES

Any parcel owner(s) requesting to have over the allotted amount of animal units and/or animals (dogs, cats) are required to possess a Conditional Use Permit per [Enter Name] Municipal Code Chapter [enter number] 

Each parcel owner found to be in violation of [Enter Name] Municipal Code [enter number] (over the limit of dogs), [enter number] (excessive amount of units) and/or any laws are subject to a (6) six month probationary period by [Enter Name] Animal Control Services Officers. Probationary period will start after active case has been resolved and the parcel owner has complied. After completion of the (6) six month probationary period [Enter Name] Animal Control Services may provide a written recommendation/denial to the Planning Department if the Parcel owner has not accrued any violations of ordinance, regulations and/or laws. 

Inspections and Permit Fee: Parcel Owner(s) are responsible for inspection and Permit fees that are associated. Parcel owner(s) may apply for a Conditional Use Permit anytime within the probationary period. 

[Enter Name] Animal Control Services Recommendation: Any parcel owner requesting to have over the allotted amount of animal units and/or animals (dogs, cats) may receive a recommendation of half of what the parcel is legally allowed. Example: if a property is allowed (5) five units, Animal Control Services will suggest the property to have (2) two to (3) three additional units and/or animals for their Conditional Use Permit. Parcel owner must start the process with the Planning department located at [Enter Name] City Hall [enter address]
Revocation and Expirations of Permit and Variances: Any Parcel owner(s) found to be in violation of their Conditional Use Permit may have their permit removed/voided as stated per [Enter Name] Municipal Code Chapter [enter number].
Court/Administrative Citation Process

Section 853.6 of the Penal Code authorizes the use of criminal court citations by Animal Control Officers.

853.6 Citations for Misdemeanors

(a) (1) In any case in which a person is arrested for an offense declared to be a misdemeanor, including a violation of any city or county ordinance, and does not demand to be taken before a magistrate, that person shall, instead of being taken before a magistrate, be released according to the procedures set forth by this chapter, although nothing prevents an officer from first booking an arrestee pursuant to subdivision (g). If the person is released, the officer or his or her superior shall prepare in duplicate a written notice to appear in court, containing the name and address of the person, the offense charged, and the time when, and place where, the person shall appear in court. If pursuant to subdivision (i) the person is not released prior to being booked and the officer in charge of the booking or his or her superior determines that that the person should be released, the officer or his or her superior shall prepare a written notice to appear in court.

Administrative Citation

The City of [Enter Name] Municipal Code Chapter [enter number] provides for the issuance of administrative citations for Municipal Code Violations.  The City of [Enter Name] Municipal Code Chapter [enter number] provides for the issuance of administrative citations for Noise Regulations Violations

Procedure Prior To Issuing Court or Administrative Citations

When the circumstances surrounding an investigation allows for the issuance of a citation, the Animal Control Officer (ACO) will conduct a brief background investigation to determine if the individual should be issued a citation and released. The investigation will include the following items:

· Proper proof of Identity (some form of picture I.D.)

· Proper proof of residence (some form of picture I.D.)

· Other facts or evidence that would assist the officer in determining if a citation is appropriate

The decision to use a court or administrative citation will be made by the ACO or as directed by Superintendent and/or Director of Animal Control. When a decision is made to issue a citation, the ACO will obtain adequate information to ensure that the individual receiving the citations can be located at a later date if such individual fails to appear as promised

Completing The Citation

All information required on the face of the court or administrative citation must be filled in as completely as possible. All information will be printed, legible, and preferably in all caps. 

Identification

Proper forms of identification for the issuance of citation include the following:

· Valid Driver’s License

· Government Identification Card

· Other forms of pictures I.D.’s that include name and address of resident

Arraignment Time

Appearance dates on court citations should allow at least 10 weeks for appearance. This will allow the court enough time to process the citation and give notice to the resident by mail of the pending court date. ACO must be mindful not to make a court date on a Saturday, Sunday or Holiday as the courts are closed those days. Officers must remember not to issue a court date when the ACO is off duty.

Administrative Citations payment must be made in full within 20 calendar days of the issuance of the citation.

Refusal To Sign Citation

If a person refuses to sign a court citation, the issuing Animal Control Officer shall refer the person to the printed information on the face of the citation that states, “WITHOUT ADMITTING GUILT, I PROMISE TO APPEAR AT THE TIME AND PLACE CHECKED BELOW.” The Animal Control Officer may read this information off to the individual or explain it to the person that a signature is not an admission of guilt, but simply a promise to appear in court. You may call a sheriff deputy to assist you in having the resident sign the court cite since a signature is mandatory on court cites to release the resident from the arrest.

Administrative citations do not require a signature. Once proper identification has been provided to the ACO in the field the officer may request a signature to prove acceptance or if the person refuses to sign, simply hand them a copy of the citation. If the person refuses to accept the citation simply leave, and mail a copy to their residence.

Mailing Administration Citations

Before an administrative citation can be mailed, you first must acquire proper owner information and/or rabies information from a local veterinarian. A citation may be mailed to the dog owner only after repeated attempts by phone and mail are made to make the owner aware they are in violation. Remember, no signature is required when issuing an administrative citation. Both court and administrative citations come in three self-carbon copies. Copies are to be filed as follows:

· White

-
Court Copy

· Yellow

-
Defendant Copy

· Manila 
-
Hard Copy stays at shelter
Level of Fines Administration Citations

There are two levels of fines for all administration citations. The only exception is Noise Regulation Violations.

· Level One $100.00 dollar fine

· Level Two $250.00 dollar fine
· Level Three $500.00 dollar fine (Only approved by Director of Parks, Recreation and Community Services and Animal Control Services Superintendent

Payment

On court citations the person will be assigned a fine by the court based on the violation and the amount of occurrences. All court fines are paid directly to the court by the date given by the Municipal Court House. Payment may be in the form of a cashier’s check, money order or personnel check. Do not send cash. Checks should be made payable to the Court House that sent the fine.

On Administrative citations payment must be made in full within 20 calendar days of the issuance of the citation. Payment may be in the form of a cashier’s check, money order or personnel check. Do not send cash. Check should be made out to the City of [Enter Name]. Please indicate the citation number on your check. Payment may also be made on-line by credit/debit card at [website] or by calling [phone number]. Mail payment to the following address:

City of [Enter Name]
c/o Citation Processing Center

[enter address]
Consequences of Failure to Pay Fine and/or Correct Violations

Failure to pay the penalty assessed by the Administrative Citation within the time specified on the citation or to respond or correct violations will result in a penalty increase. Further legal proceedings may be undertaken resulting in a lien on recipient’s property for penalties, costs of enforcement and collection, including attorney fees.
Reduction of Administrative Citation Total Penalty/Bail

Any recipient of an administrative citation may reduce their total penalty/bail amount if given a written departmental notice of such from the enforcing Animal Control Services Officer.  Recipients must show significant improvement or full compliance within 15 to 20 calendar days of the issuance date to have a chance at reduction.  Failure to show significant improvement or full compliance will result in the penalty/bail amount remaining the same as of the date it was issued.  The Animal Control Services Superintendent has the approval to reduce citation amounts as long as the recipient(s) and the parcel(s) owner are in compliance.

Examples:  A recipient was issued an Administrative citation for $500.00 for violations of four dogs without current dog licenses and one dog was roaming loose. All violations equal $100.00 each.  The recipient licenses their four dogs within the 15 to 20 days grace period with a written departmental notice from the enforcing Animal Control Services Officer.  The citation may be reduced. Removal violation for four dogs without current dog licenses and the only total penalty/bail amount owed is $100.00 for one loose dog.

Right of Appeal

Any recipient of an administrative citation may contest the violation by filing the request for citation review with the total amount of the fine due to the Citations Processing Center within 20 calendar days of the issuance date. The recipient needs to provide the appeal. Failure to pay the total amount of the fine and file this request within the time period shall constitute a waiver of the recipient’s right to appeal this administrative citation. The recipient will be notified upon the acceptance of their appeal and of their hearing date.

Officer Etiquette and Demeanor

Most people get upset when issued a citation and may voice their displeasure with you. All employees will remain professional and courteous despite what the cited person says.

Use a friendly and polite approach when confronting individuals in violation of a Municipal Code, Ordinance or State Law.

There are sometimes situations where no amount of tact or pleasantness will make any difference and the assistance of a sheriff’s deputy may be required to keep the peace. As a reminder the friendly approach has proven most effective and should be adhered to at all times. This will help deescalate some hostel reactions. The use of “Yes Sir” or “Ma’am” is considered courteous and respectful when addressing an individual.

Always explain Municipal Code, Ordinances, and state laws clearly. Some people may be unaware of the law. Often people who do not understand the situation will be on the defensive and an explanation will help to ease the immediate tension.

If a confrontation with an individual becomes threating, or if violence is anticipated the officer should simply leave immediately and call for assistance. Your safety is our main priority. 

Wild Life Handling

We do not interfere with the lives of indigenous wildlife. They are not normally trapped, hunted or picked up by Animal Services. Exceptions are listed with each group of wildlife requests for service.
Large Mammals:

· Any large mammal for which we receive a call such as: Bobcat, mountain Lion, wild pigs or bears should be referred to the Superintendent and, upon confirmation of real concern, to the Dept. of Fish and Wildlife.

i.  If the animal is causing a dangerous situation: attacking livestock or pets, threatening human life, the Sheriff should also be contacted.

ii.  No call for these animals should be responded to without back up.

iii. If the animal is obviously injured contact both the Superintendent and the Dept. of Fish and Wildlife. The Dept. of Fish and Wildlife requires contact and will advise what action should occur and will require the body if the animal becomes deceased. 

iv. Citizens / reporting party should be advised to call their domestic pets inside if possible and remain in their homes until the situation is resolved.

v. If the animal is not causing a threat, its presence will be noted. If they have other concerns they should be told to contact Dept. of Fish and Wildlife. Only the Dept. of Fish and Wildlife can take action on this type of wildlife, unless it is causing immediate threat to life or property. The Dept. of Fish and Wildlife may issue a revocable permit to take these animals under less immediate threat.

vi. Any of these animals killed due to an immediate threat or damage to life or property must be reported to the Dept. of Fish and Wildlife by the next business day at latest. 

2. Small Mammals:

a. Any small mammal such as: Squirrels, coyotes, opossums, raccoons, bats or skunks should be left alone and not accosted. Any citizen who is having an issue with these animals (chickens killed, in attic or under home, etc.) should contact a private exterminator or wildlife removal service. Animal services does not refer or recommend any company to anyone. 

b. We do not generally relocate wildlife without Dept. of Fish and Wildlife directive. Some exceptions are made with regard to releasing it on site or within its area of domain.  Most relocated animals have difficulty acclimating to unfamiliar areas and may upset the habitat of other wildlife. 

c. No ill or injured wildlife will be released back to nature by animal services. It may be released to a rehabilitation/rescue center appropriate to the species or euthanized. These small common indigenous species do not require the permission of the Dept. of Fish and Wildlife to euthanize when needed to end suffering, nor do the bodies need held for decision of disposal method.

d. Skunks, unless sick or injured, may be released at the location by the person that trapped it or one time by an animal control officer. The RP is to be advised they must not trap wildlife.  It will not be relocated!
i. To release a skunk from a trap (or for anytime a skunk is approached) a bed sheet or blanket should be carried in a shielding fashion.  Approach from the direction most shielded from the animals view, such as the solid end of a trap. Open the trap after covering all other sides. You can move it to the edge of the property prior to opening the trap. Use care to wrap the sheet under the trap while moving it also. Water may be sprayed at a skunk to dissuade it from coming toward you or to encourage it to go in another direction.  It also can help getting a skunk out of an opened trap from a distance to avoid being sprayed. Skunks can spray a distance of 14 feet. 

ii. If the reporting party wants it removed, it is a onetime service and the reporting party is advised they must not trap wildlife. They are to be told the skunk must be euthanized at the location and my not be transported live. The action requested whether pick up or release should be determined prior to an officer responding. This will allow the appropriate chemicals/equipment to be taken with the responding officer. The same chemicals for euthanasia used on cats are used on skunks. The same methods are used to alleviate stress to the animal. A syringe pole can be used with an injection IM of pre euthanasia chemicals. Skunks may not be chloroformed, per the Animal Welfare Act (54 FR 36112-36163)

iii. Write down (log) the chemicals as you would for any in house euthanasia prior to leaving the shelter. The euthanasia must be performed only by animal control person trained to do so and who signed for the chemicals.

iv. Skunks are high risk rabies carriers. Do not handle live skunks.

e. Bats are always euthanized if captured. 

i. Never touch a bat as they can bite as both the bite and contact of saliva may cause transmission of rabies.

ii. If found inside an inhabited home or have been touched by another animal or human, they should be captured and sent for testing. If the test returns positive the information should be given to the resident and the animal(s) placed in quarantine. (Follow Rabies Quarantine protocols as per California Rabies Compendium)

iii. Bats, entire deceased body, should be kept cold but not frozen if it is to be tested for rabies.  (This applies to any specimen which has been prepared for rabies testing.)

3. Wild species of birds:

Birds are able to fly. As funny as that my sound, some people are not aware that some birds like stork, crane, ducks, geese, peacocks , turkey and egrets are capable of flight. 

a. We don’t come out to chase birds or trap them. 

b. If the reporting party feels the bird is injured he should be asked if he/she can first try to approach it. If within a reasonable distance the bird doesn’t try to leave he/she may assume it could be injured.

c. Owls, hawks and other raptures should be handled with great care. Heavy gloves should be used if you must pick one up. Both the beak and talons can cause serious injury. 

i. Most fledglings can be persuaded into a feral box by approaching the bird on one side with the box and the other with the lid. This prevents injury to both employee and the bird.  Cat carriers can also be used. Cover the container with a towel to darken the interior and reduce stress for the bird. 

OR

ii. A towel may be carefully put over the birds’ wings and head, and picked up by gently folding the wings in against the body.

d. Always place a bird in a closed / covered carrier or feral box to help reduce stress. 

i. If seriously injured it can be humanely euthanized. Have staff evaluate at the shelter in the quiet of the tech room.

ii. All birds must be returned to nature within a very close proximity to where they were picked up. Note the location for either ACO’s or Rehab release later. 

4. Reptiles :

Reptiles should be broken into three categories:  Snakes and Turtles/Tortoises and Others
a. Snakes are divided between non- venomous and venomous.

i. Rattlesnakes (venomous) are to be removed from those areas which threaten the safety of humans or animals. Those areas around the inhabited portion of the home or in a livestock area and dog kennels. We do not respond to rattlesnake calls in a natural field or on hiking trails.

ii. We will respond to non-venomous snake calls on a case to case basis. We do not respond to any snake call in a natural field or on hiking trail. They are where they should be.  Be courteous of people’s fears and concerns.

iii. Rattlesnakes can be returned to nature by officer, dispatched or Cliff the Reptile man may be called to pick up, keep or relocate.

b. Turtles and Tortoise:

i.  If a Desert Tortoise is brought in or found stray it will be reported to the Turtle and Tortoise Rescue if a permitted owner does not claim it within the stray pet holding period. 

A desert tortoise is distinguished by the single scute directly behind the head vs a space between two scutes. 

Permits may be applied for non-permitted owner through the T&T Club upon application and approved yard. 

If a person claims a desert tortoise belongs to them but does not have a permit, they should be directed to the club to obtain such permit and the tortoise should be held for a period of time to allow for this process.  Be sensitive to the needs to recovering a pet and check with T&T Club to confirm an application /inspection date.  The application notes it could take 8-10 weeks. Advise the (prospective) owner to be sure to let the club know the tortoise is at the shelter and has time restraints.

ii. Tortoises and turtle’s eat species appropriate food.

i. Turtles are omnivores and can be fed prepared “turtle food”: purchased from feed store, etc. They can be offered lettuce or fruit as an additional item. The turtle can and does spend a great deal of time in and under water.  Provide sufficient water to allow full submersion and full exit of water.

ii. Tortoises are herbivores: lettuce, fruits, grass and hay can be given. Provide water. Be sure the tortoise cannot get stuck in the water dish. It should be flat and have a low lip to avoid the animal getting tipped over in the bowl. 

iii. The turtle or tortoise to be adopted must be of a legal variety and must have a top shell (carpus / carapace) at least 4 inches wide.

BIOSECURITY
Definition of Biosecurity 

Biosecurity is defined as a set of preventative measures or guidelines to help avoid the transmission of infectious diseases.

Entry including use of the facility at [enter name]
1. All Renters, agencies or individuals requesting use of the facility shall be required upon request to show proof of equine entering the facility to have a negative Coggins test within ___ months when crossing state lines. 


2. All equine owners must fill out a Horse Event Participation Form upon arrival and submit to the event center team.  


3. Biosecurity information will be posted at the entry booth or table on all event days and added to the permit holder entry forms and/or pre-event information by the club or agency requesting use.  The City of [Enter Name] will add it to their website.


4. The City of [Enter Name] and facility personnel will enforce “Refusal to compete / enter” if Horse Event Participation Declaration Document is not thoroughly completed and submitted. Biosecurity information can be obtained from the [Enter Name] Animal Control, but it is the Facilities Manager who should be contacted for planning or scheduling events.


5. Collected entry forms must be turned in at the end of each event to the City’s Event Manager. This information on will be used in the event quarantine is called after the event has ended. This information will only be used contact by the State and City for possible exposure notification.  All contact information must be completed.


6. If any requirements are not met, the facility or the City of [Enter Name] / Facilities Manager or any other authorized agency has the right to terminate. 

7. The Horse Event Participation Declaration will only be filled out on multiple day events excluding rodeos.  On multiple day events (excluding rodeos), the Horse Event Participation Declaration is required.
THE INFORMATION COLLECTED FROM THE HORSE EVENT DECLARATION FORM IS NOT TO BE USED FOR ANY OTHER PURPOSE! NO INFORMATION GATHERED SHALL BE GIVEN TO ANYONE OTHER THAN THE STATE VETERINARIAN, THE CALIFORNIA DEPARTMENT OF FOOD AND AGRICULTURE OR [ENTER NAME] ANIMAL CONTROL SERVICES.

Horse Event Participation Declaration

Event Name:  ____________________________________________________________________
Event Location: __________________________________________________________________
Arrival & Event Date(s): ___________________________ 

Contact Person:

Name of Person in Charge of Horse(s) at the Event: ____________________________________________
Address: ______________________________________________________________________________
Home Phone Number: ___________________
Cell Phone Number:  ________________________
Email Address: ________________________ Truck License Plate #: ___________________________



	Name of Horse
	Breed
	Age
	Sex
	Identification 
(Color, Markings, Brand)
	Stall Location

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Address of property from which the horse was moved (from) to the event:



Address of property to which the horse will move (to) after the event: (If different from above.)



Alternate Contact Information (For other individuals affiliated with named horse(s))
Name:





Cell Phone #:

Name:





Cell Phone #:

Horse Health Declaration

I,  __________________________________ declare that the horse(s) named above has/have been in good health, with body temperature(s) below 101.5°F, eating normally and has/have not shown signs of infectious disease for three (3) days preceding arrival at this event.

Signature:  __________________________________


Date: ________________

(Complete a separate form for different owners.)

Exhibiting at Horse Events
Horse shows, competitions and sales are an important component of California’s horse industry. Many hours of training and hard work are invested to prepare healthy, high quality horses for competition and exhibition. Participation in equine events may pose a potential risk to horse health. The stresses of travel, close confinement and a new environment may compromise a horse’s resistance to disease. The commingling of horses of different breeds, ages and from multiple premises and disease management backgrounds, creates an environment for potential disease exposure. People attending horse events may also contribute to potential disease transmission. Horses returning to their home stables may pose a risk of disease introduction and transmission to their stable mates.

Event Biosecurity
Biosecurity refers to measures taken to prevent the introduction and transmission of new disease agents into a herd. Commingling of horses, multiple human contact and contaminated equipment represent the greatest threats for disease exposure and transmission at horse events. Consistent biosecurity practices play an important role in reducing the risk of exposure to infectious diseases when attending an equine event. Even the best biosecurity does not eliminate all risk of disease exposure. However, each measure taken will reduce the potential of disease exposure and help keep your horse healthy. 

Check with event management for health entry requirements, some events may require health certification statements signed by a veterinarian and some may require owner health declarations.

A clean and disinfected trailer should be used each time a horse is transported to a new location. At the time of loading the horse onto the trailer, observe each horse for any obvious signs of disease, such as abnormal nasal discharge, persistent frequent coughing, and neurologic signs of ataxia or hind limb weakness. Horses displaying signs of disease should not be transported to an event.

Monitor Horse Health at Event
A horse appearing healthy entering event grounds may be infected with an infectious disease agent or incubating the disease. The stress of travel and the stress of competition may result in a horse becoming sick. Continual monitoring of the horse health throughout the event is essential. Any horse displaying clinical signs of disease poses a risk of disease transmission to the population of horses on the event grounds. Any horse displaying clinical signs and/or a temperature above 101.5°F should be reported to a designated event official or a veterinarian. Immediate isolation of the sick horse is essential to prevent disease transmission.

Limit Exposure to Disease
Infectious disease pathogens may be brought to and transmitted at an event premises by horses, people, other domestic animals, vehicles, equipment, insects, ticks, birds, wildlife including rodents, feed, waste and water. The following simple biosecurity steps significantly reduce exposure risk to disease pathogens:

· Limit horse-to-horse contact, especially nose-to-nose contact.
· Avoid sharing of equipment unless thoroughly cleaned and disinfected 
   between uses.
· Limit horse-to-human contact.
· Wash hands between handling horses, particularly other people’s horses.
· Avoid use of communal water sources.
Chain of Command for Contagious Disease Outbreak

Should a suspect animal(s) be identified during an event or usage, the first person to contact is the Show Manager who shall be responsible for contacting immediately one of the following in the chain of command. The chain of command shall be as follows:

Facilities Manager 

             Contact Cell: 
Office:
Deputy City Manager
             Contact Cell: 
Office:
Superintendent of Animal Control   Contact Cell: 
Office:
Senior Animal Control Officer         Contact Cell: 
Office:
Animal Control Officer 

   Contact Cell: 
Office:
Any Equine or Large animal veterinarian
Clinical Signs of Possible Contagious Disease

A suspected horse will have symptoms such as the following:

A. Nasal Discharge

B. Hind Limb Weakness

C. Lethargy

D. Cough

E. Incoordination

F. Diminished Tail Tone

G. Temperature for over 101.5 degrees 

A horse identified with an infectious disease should be isolated from other horses to prevent the spread of infection.  Any fever above 101.5 including neurological signs must be reported to California Department of Food and Agriculture (C.D.F.A)

Potential Agents

Consulting a veterinarian in the area where the event is to be held can provide valuable insight to specific infectious diseases of concern in the geographic area of the event. Below is a list of some of the infectious diseases an animal may be harboring:

A. Respiratory Diseases: Equine Herpesvirus (EVH)-1 & 4 (Rhinopneumonitis), Influenza Virus

Streptococcus equi (strangles) and Equine Viral Arteritis (EVA)

B. Neurologic Diseases: Equine Herpesvirus-1, Rabies, Botulism, Western Equine Encephalitis (WEE), Eastern Equine Encephalitis (EEE) and West Nile Virus (WNV)

C. Diarrheal Diseases: Salmonellosis, Potomac Horse Fever, Clostridosis

D. Vesicular Diseases: Vesicular Stomatitis (VS)

E. Skin Diseases: Ringworm, Lice, Ticks

F. Bloodborne Diseases: Equine Infectious Anemia (EIA), Equine Prioplasmosis (EP)

G. Abscess Diseases: Corynebacterium pseudo tuberculosis (Pigeon Fever) Streptococcus equi (strangles)  including oral lesions and blisters

Potential Transmission of Disease

Infectious disease agents have various modes of transmission from one horse to another, such as aerosol, oral, direct contact, fomite and/or vector transmission. These potential modes of transmission are explained below:

A. Aerosol Transmission: Droplets containing a disease agent are passed through the air from one infected animal to another susceptible animal. The ability of a pathogen to survive and be effectively transmitted by aerosol depends upon stocking density, temperature, ventilation, humidity and dust. Respiratory diseases, such as Influenza Virus, Equine Herpes Virus 1&4 and other common respiratory viruses, can quickly spread through an event facility; often horses are exposed before it becomes apparent that a horse is sick. Airborne diseases are the most difficult to contain and complete control is often not feasible, especially in barns holding frequent events with horses continually being moved in and out. Early detection and response can reduce the number of cases.
B. Oral transmission: Oral passage of pathogens to the horse occurs through the direct ingestion of contaminated feed and/or water or through oral contact by licking of objects, which have been exposed to infected organisms, or use of shared tack and wipe rags.
C. Direct Transmission: A susceptible animal may have direct exposure when the disease agent directly touches an open wound, mucus membrane or skin. The infectious disease agent can be passed from an infected animal to a susceptible animal through contact with saliva, nose-to-nose contact, rubbing or biting.
D. Fomite Transmission: A fomite is an inanimate object that may be contaminated by an infectious organism and serve in disease transmission. Virtually any object can serve as a fomite including equipment, water buckets, tack, hoses, clothing, bedding, etc.
E. Vector Transmission: Vector borne diseases are those which involve the transmission of an infectious disease agent by biological vectors such as mosquitoes, ticks, and flies. 
Quarantine Procedures for the Facility
· Isolate sick animals from healthy animals
· Limit horse to horse contact
· Limit stress
· Limit amount of shared air space between quarantine horses by placing isolation stalls in separate building away from general population
· Insure feed, mucking and grooming equipment is kept separate
· Restrict pet and vehicle traffic from quarantine horse area, such as wash stalls, arenas, stabling
· Hands must be washed under running water with liquid soap for at least 20 seconds
· Consider stepping in disinfected foot bath before and after entering a sick animal’s area or quarantine stall (foot bath should be changed regularly)
· Stalls should be cleaned and disinfected prior to use. All organic matter should be removed and detergent should be used to clean the stalls. When they are dry, a disinfectant should be applied
· If possible there should be separate staff to handle sick animals only
· All cost associated with the quarantine process will be at the responsibility of the horse owner 
Quarantine Authority and Locations

The CDFA has the right to quarantine pursuant to California Food and Agricultural Code 9562. (3) The state veterinarian’s quarantine powers set forth in this section expressly include the power to order movement, segregation, isolation, or destruction of animals or food products, as well as the power to hold animals or food products in place.
The horse owner’s residence or the Animal Shelter may be used as a quarantine area.

Cleaning and Disinfection Protocols:

Event premises sanitation before, during and after an event is an important risk reduction element for disease transmission.

Step 1: Organic matter, such as manure and soiled bedding, should be thoroughly removed

Step 2: Wash/scrub walls and floor with soap and rinse with water 

Step 3: Allow time to dry

Step 4: Apply a disinfectant. Use disinfectant according to label directions. Comply with all product label application instructions and or maximum efficacy to ensure adequate disinfectant contact time with surfaces.

Disinfectant Selection

A basis for disinfectant selection is finding the most useful, efficacious and cost-effective product. An ideal disinfectant is one that is broad spectrum; non-toxic, non-irritating, non-corrosive, relatively inexpensive and work’s in variable weather conditions. No available disinfectant is suitable for all situations. Selection of the proper disinfectant depends on the potential infectious disease agent(s), the type of surface to disinfect, weather conditions and product safety. Consult a veterinarian to determine the infectious disease agent(s) of concern.

For routine disinfection, a disinfectant with a broad spectrum anti-microbial activity is appropriate. Disinfectants are classified by their chemical nature; each class of disinfectant has unique characteristics, toxicities, safety concerns and level of efficacy. Carefully read and follow label instructions when using any chemical disinfectant.

Sunlight can act as a natural disinfectant for many pathogens, so allow buckets, equipment and tack to dry in the sun after cleaning and disinfecting. All buckets, tack, equipment and vehicles should be appropriately cleansed and disinfected between and before taken to the home premises.
The [Enter Name] Animal Shelter will keep on file at the shelter all disinfectants that are being used on event grounds in a Safety Data Sheet Folder.
Disinfectant Stability and Storage

Disinfectant storage influences the effectiveness of the product. Some disinfectants quickly lose stability after prepared for use or after storage for long periods of time. Heat and light may also inactivate certain disinfectants. To maximize stability and shelf life, store the stock concentration of the disinfectant in a cool, dark location and mix for use as necessary.

Disease Isolation Unit

· The suspected animal may be immediately required to be confined at such location upon directive of the show manager and/ or any person within the chain of command of the City of [Enter Name].

· A  Veterinarian will determine if the animal(s) should be removed from the area, competition or remain on site. The site will be large enough for the animal to turn around lay down and should be on solid footing whenever possible. All costs for veterinarian services shall be at the owner’s expense.

· The City of [Enter Name], Show Manager or local veterinarian shall decide if the California Department of Food and Agriculture needs to be contacted for further investigation and quarantine. The local department of Food and Agriculture is located in Ontario, California and can be contacted at (909) 947-4462. The owner’s personnel vet may be used if they are available and can respond within a reasonable amount of time.

Equipment Needs for Setting Up an Isolation Barn 

· Treatment carts or smocks

· Painter's disposable coveralls

· Disposable gloves

· Rubber boots

· Foot bath containers

· Garbage bags

· Garbage cans with secure lids

· Disposable plastic shoe covers

· Thermometer for each horse

· Equipment for each horse (drugs in sealed plastic container for that horse, stomach tube, twitch, lip chain, etc.)

· Implement a manure disposal and waste management plan


Owner/Caretaker/Staff 

At the [enter name] Event Center, there are many people who can help with biosecurity efforts. The people with the most regular contact with horses are grooms, trainers, owners, volunteers and personnel responsible for cleaning stalls and feeding horses. 

· Assign specific individuals to care for infected animals only. Ideally, a caretaker should not be responsible for the care of both sick and healthy animals. 

· If unavoidable, care of healthy animals should be completed first, then exposed and finally affected animals. 

· Staff will be given protective equipment to mitigate the spread of disease while caring for or in contact of exposed/contagious animals. 

· Disposable gloves and booties.
· Disposable face mask.
· Disposable gown or smock.
· After handling sick animals, dispose all disposable gear in designated sealed container.

· Hands must be washed under running water with liquid soap for at least 20 seconds.

Other Livestock at the Event Center 

Swine, Sheep & Goat Biosecurity
The goal of a biosecurity program is to keep out new pathogens and to minimize the impact of endemic pathogens.  Farm security can be defined as the planning and implementation of a program to minimize various types of risk that can have detrimental effects on a farm operation with swine, sheep and goats.  Risk factors for security of a farm and biosecurity on the farm are unique to that farm.  Therefore, each biosecurity plan should be farm specific.  

PROCEDURES

· Bring in only clean breeding stock verified by a swine, sheep or goat veterinarian.
· Do not add new animals to the farm without a quarantine period (30 to 60 days).
· Animals returning from fairs, shows, or exhibitions will be quarantined for 30 days.
· Do not allow other domestic or wild animals to have contact with the pigs, sheep or goats, feed stuffs or water sources.
· Prevent disease transfer via animal transportation, human contact, other vehicular traffic, or equipment used with more than one animal or used at other locations such as a buying station, slaughter plant, or off-site farm.
· Implement a manure disposal and waste management plan.
· Employ veterinary services to help implement herd health programs.
Bovine

Diseases can be devastating to the cattle industry; effective biosecurity will help to improve herd health and increase productivity by protecting your cattle against common diseases (such as salmonella and mycoplasma), exotic diseases (such as foot and mouth disease), toxins and chemicals.

Annually, California is host to many visitors, some traveling from Foot and Mouth Disease (FMD) endemic countries or from countries currently dealing with FMD outbreaks. Producers should take appropriate precautions for farm tours with international visitors, especially those coming from countries experiencing FMD. 

PROCEDURES

· Isolate and monitor the health of new cattle before introducing them to your herd.

· Minimize the entry of vehicles, contaminated equipment, people, wildlife and other domestic animals.

· Use quality feeds and protect stored materials from contamination.

· Use clean water sources and protect wells and storage tanks from contamination.

· Maintain clean facilities by removing waste materials and reducing insect populations.

· Consult your local veterinarian for more useful tips. 

Poultry Biosecurity

Poultry

If you deal directly with poultry or pet birds, protecting your birds against disease should be a priority. Developing and implementing an effective biosecurity plan is essential toward that goal. Diseases such as highly pathogenic avian influenza (HPAI) and Exotic Newcastle Disease (END) can strike poultry and pet birds quickly and cause significant mortality and economic loss. Consequently, all bird owners need to be vigilant. Become familiar with signs of disease in birds. Report sick birds to your veterinarian. 

PROCEDURES

· When obtaining birds isolate them away from other birds for 30 days before adding them into your flock. This will reduce the risk of introducing disease into the original flock.

· Your birds should not have contact with wild birds including game birds and migratory waterfowl, rodents or insects as these may carry disease organisms. Outdoor birds should be kept in a screened in area to minimize exposure to diseases.

· Always obtain birds from reputable disease-free sources that practice good biosecurity methods.

· Obtain feed from clean dependable suppliers and store the feed in containers that are bird, rodent, and insect proof. Provide clean fresh water to your birds at all times.

· Restrict access by visitors onto the premises where your birds are housed. Do not allow people who own other birds to come in contact with your birds.

· Consult your local veterinarian for more useful tips.
Use of Force Matrix and Guideline
SCOPE:
Applicable to all Animal Control Officers that are approved to use Department approved Extendable Bite sticks
.

FORMS: 
Use of Force Report

EFFECTIVE DATE: 


PURPOSE: 
The use of force by Animal Control Services Officers is a matter of critical concern both to the public and the law enforcement community. Animal Control Officers are in constant contact with aggressive and injured animals as well as loose livestock, creating animal and public safety issues. Animal Control Officers are in contact with all strata of the community. Some of these individuals have criminal records and can react violently and unpredictably to situations that involve their animals. Many individuals are as emotionally attached to their animals as they are with their children. 

Animal Control Officers are tasked with the issuance of court citations, animal cruelty investigations and the impoundment of animals from these individuals. Animal Control Officers must have an understanding of, and true appreciation for, the limitations on their authority, particularly with respect to overcoming resistance from those with whom they come in official contact. This Department recognizes and respects the sanctity of animal and human life and dignity. 

Vesting Animal Control Officers with authority to use force to protect the public welfare requires a very careful balancing of the rights of all animals and human beings and the interests involved in a particular situation.

POLICY: 
The Department's Use of Force Policy must comply with applicable California and federal law. California Penal Code Section 830.9 states that Animal Control Officers are not Peace Officers but may exercise the powers of arrest of a Peace Officer specified in Section 836 and the power to serve warrants as specified in Sections 1523 and 1530 during the course and within the scope of their employment, if those officers successfully complete a course in the exercise of those powers pursuant to Section 832. 

USE OF FORCE TECHNIQUES: LEVELS 1 through 5

1. Officer Presence: No force is used. Considered the best way to resolve a situation.
a. The mere presence of an Animal Control officer works to deter crime or diffuse a situation.

b. Officers' attitudes are professional and nonthreatening.

2. Verbalization: Force is not-physical.
a. Officers issue calm, nonthreatening commands, such as "Please display/provide your identification and registration of animal."

b. Officers may increase their volume and shorten commands in an attempt to gain compliance. Short commands might include "Stop", “No” or "Don't move."

c. Explaining any actions about to be taken;

d. Allowing a person to save face in front of his/her peers;

e. Recognizing a person's remarks are not a personal attack against the Officer; and allowing a person to retain dignity whenever possible.

Animal Control Officers should attempt to de-escalate confrontations by utilizing verbalization techniques prior to, during, and after any use of physical force.

3. Empty-Hand Control: Officers use bodily force to gain control of a situation.
a. Soft technique. Officers use grabs, holds and joint locks to restrain.

b. Hard technique. Officers use hands and legs to restrain an individual/Animal.

4. Intermediate munitions: Are utilized to immediately impede the threatening actions of an aggressive animal or person. They consist of impact munitions such as expandable Bite Stick or flashlight.

a. The Bite Stick may be appropriately displayed as a show of force if verbalization techniques appear to be ineffective when used on an aggressive animal or person. A decision to draw or exhibit a Bite Stick must be based on the tactical situation. 

b. For example, the drawing of a Bite Stick may be reasonable in a situation of an Animal Control Officer entering a location of prior aggressive animal or caution person calls or exhibiting the Bite Stick in a situation where there is an escalating risk to the Officer's safety. 

c. If the situation continues to escalate, the Bite Stick can provide a viable method of controlling the animal or person. The Bite Stick was designed as an impact munitions and should be used for striking movements and blocks.

d. Another alternative to the use of the Bite Stick as an impact munictions is the flashlight. While certainly not preferred over the Bite Stick in most situations the flashlight is usually readily available, especially at night, and may be appropriate at times when the Bite Stick is not accessible or too cumbersome. 

e. Nevertheless, should either choice be de within an intermediate use of force situation, caution shall be used to avoid striking those areas such as the head, throat, neck, spine or groin which may cause serious injury to the person.

5. Lethal Force: If the situation becomes life threatening, the Animal Control Officer would be compelled to escalate to the ultimate level of force. The use of lethal force is a last resort dictated by the actions of an animal or person where the Officer has reasonable cause to believe the animal or person poses a significant threat of death or serious physical injury to the Officer or others.
Use of Expandable Bite Stick
Patrol Procedure 
I. Purpose 
To establish Public Safety philosophy and policy regarding the use of Bite stick and for dealing with resistive and combative animals/subjects while minimizing risks of physical injury to officer(s), staff member(s) and others. 

II. Policy 
Certified members of City of [Enter Name] Animal Control Services shall use the Bite stick only within the guidelines of the Force Matrix and Use of Force Guidelines. Officers who have successfully completed the required training course (rapid Containment Baton/Impact Weapon) and received proper certification which assures safe and proper handling of the Bite stick shall be eligible to use the tool in the performance of their duties. No officer shall carry the Bite stick without proper training, certification and approval of the Department Director and City Manager. 

(Forced matrix is a system where there is a limit to the number of referrals any affiliate can refer. It makes sense to use this feature only in case you have defined multiple tier commissions.)

(Use of Force guideline is a right of an individual or authority to settle conflicts or prevent certain actions by using force to either: A) dissuade animal from a particular course of action, or B) physically intervene to stop serious injury/death. 
III. Procedure 
A. Use of the Bite stick 
1. An Officer shall deploy the Bite stick only within the guidelines of the Force Matrix and Use of Force Guidelines. 

a. In addition the Bite stick will be deployed in the following circumstances: 

I. To deter/defend against a vicious or aggressive animal that threatens the safety of the officer(s) and/or others. 

II. To breach a window or object to save an animal or person that is none responsive or endangered. 

III. To defend him/herself or a third party from what is reasonably believed an immediate threat of physical injury or death.

IV. Extension of arm: removing leash to prevent injury, securing items, removing items near fractious/feral/aggressive animals and removing items that will restrict officer’s duties (box, wire, branches, etc).

V.  The bite stick should be worn in its holster on the opposite hip of the officer’s strong side (left hip if right handed). When the stick is deployed from the holster in a quick motion across the body, the stick extends and locks in place with a loud noise.

2. When an officer deploys the Bite stick, he/she shall use the Bite stick only until the threat is neutralized or a safe distance away from the threat. When the behavior that justified the use of the Bite stick ends, the officer must stop the use of the Bite stick. 

3. An officer shall not draw or display his/her Bite stick in a public place except when it is to be officially and properly used as noted in subsection #1 or for inspection by a Superintendent/Supervisor. 

4. An officer shall file a written report (After Action Report) and Police/Sheriff report immediately upon the loss or theft of a department-issued Bite stick. The report shall include all facts surrounding the loss or theft. 

B. Notification of Use of the Bite stick 
1. An officer involved in the use of a Bite stick must report the incident as follows: 

a. Whenever an officer deploys the Bite stick in the performance of Public Safety duties (excluding training conditions), the officer must verbally notify his/her on-duty Superintendent/Supervisor as soon as time and circumstance permit. The event must be reported no later than the conclusion of the officer's current shift. If a Superintendent/Supervisor is not on duty at the time of the reported incident, the officer must contact an off-duty Supervisor/Parks and Recreation Director and/or City Manager. A Superintendent/Supervisor who deploys must contact their immediate Supervisor/Parks and Recreation Director and/or City Manager to advise of the occurrence. 

b. An officer who has deployed their Bite stick, to gain compliance of a threat, must complete an After Action Report with the officer's Superintendent/Supervisor immediately following the event or prior to the conclusion of the officer's current shift. Details will include all officers involved in the incident. A Superintendent/Supervisor who uses or displays the Bite stick must file an After Action Report and Incident/Accident Report prior to the conclusion of his/her current shift. 

c. If the officer, who deploys the Bite stick, is physically affected by the incident that took place or incapable of filing the aforementioned required report, the officer's Superintendent/Supervisor must file a complete report (After Action Report and Incident/Accident Report) as soon as possible for further departmental investigation. 

2. Superintendent/Supervisors should follow the procedures listed below when      investigating the use of the Bite stick: 

a. Each use of a Bite stick shall be investigated personally by a Superintendent/Supervisor. If the deployment occurs when there is no Superintendent/Supervisor on duty, an off-duty Superintendent/Supervisor shall be contacted and he/she will determine who will conduct the investigation and when it will occur. 

b. After conducting a thorough investigation of the circumstances surrounding the deployment of the Bite stick, the Superintendent/Supervisor will submit a detailed written report (After Action Report) and will attach it to Incident/Accident Report outlining the results of the investigation to the Parks and Recreation Director and/or City Manager. The Parks and Recreation Director will immediately submit a report to City Manager and file with Human Resource. In addition to the results of the investigation, the reports shall contain the observations and assessments of the Superintendent/Supervisor and the Director regarding the justifiability of the use. 

c. Approval to carry and/or use of the Bite stick on duty may be revoked at any point that an officer has demonstrated an inability or unwillingness to strictly adhere to established Departmental policy regarding the use of the Bite stick.


C. After Use on Animal
1. If there is no owner/care taker/responsible person for the animal present, the animal shall be impounded and taken to a licensed veterinarian for examination.  Owner/care taker/responsible person for the animal is responsible for reimbursement of funds paid by the department.

2. If the owner/care taker/responsible person for the animal is present the officer must issue the owner/care taker/responsible person for the animal a notice to have the animal checked by a licensed veterinarian within twenty four hours (24). Veterinarian report/findings shall be shared with the [Enter Name] Animal Control Services. 

D. Inspections, Maintenance and Storage of the Bite stick 
1. Each officer who is certified and authorized to carry the Bite stick will be assigned a Bite stick. He/she is solely responsible for any use or misuse of the Bite stick. The City Manager and/or delegates will not remove the Bite stick from officer’s person except in an official capacity that is authorized. 

2. Any damage to or malfunction of a Bite stick will be reported immediately to a Superintendent/Supervisor. 

3. Supervisory personnel may periodically inspect the Bite stick assigned to their subordinates. 

4. Only Departmental issued or Parks and Recreation Director approved Bite stick are to be carried or used on duty. 

E. Training 
1. All officers who will carry a Bite stick and must first successfully complete certifying training and are accredited by the instructor as being satisfactorily proficient in its use. 

2. No officer shall carry a Bite stick without proper training and certification as required by the department. 

F. Violation of Policies Contained Herein: 
Violations of this policy and philosophy requires an investigation reportable to the Superintendent/Supervisor/Parks and Recreation Director and/or City Manager and will result in appropriate progressive disciplinary action. 

1. Unauthorized, or unnecessary use of the Bite stick resulting from negligence or misuse shall result in appropriate disciplinary actions which may include dismissal of employment from the City of [Enter Name], Ca. 

Example of After Action Report:

[insert visual example]
Page 1:

· Who the report is from

· Date of the incident/accident

· Subject: reason for the report

· Case Number: Generated by Chameleon software, [Enter Name] app, etc.

· Investigation team: can go from IT1 to IT2 and so on. The responding officials

· Reporting party: where did the report generate from

· Owner of Animal

· Victim/persons involved (if any)

· Animals 

· Reporting party statement

· Location of Incident

Page 2:

· Officer statement

· Pictures (if any)

· Who the report is from

· Date of the incident/accident

Copy of Accident-Incident Report

[insert visual example]

OFFICE PROCEDURES
LICENSING OF DOGS

General

The department maintains a licensing program for dogs to enforce state and local laws regarding the licensing of animals and the protection of public health against rabies exposure year round. 

Policy

It is the policy of the department that the state and local laws regarding animal licensing are enforced fairly and equitably to protect public health against rabies exposure, provide a pet identification program so lost pets can be reunited with their owners, and to generate revenue.

Duties of License Inspectors (Canvasser)
License inspectors canvass door to door for unlicensed dogs. Each house is handled on a case by case basis. The issuance of a citation is at the Animal Control Officers’ discretion.  If a citation is not issued, the officer will leave a door hanger notice advising the household to license every dog over the age of four months within 15 - 30 days or a citation may be issued.  A Notice of Warning should be sent to locations where dogs were confirmed, noting the directive to license and the time allowed to avoid a citation.
Animals Subject to License 

Every person, residing in [Enter Name], owning or harboring a dog over the age of four months is required to have it licensed with the City of [Enter Name] at the shelter. We require proof of Rabies Vaccination which is valid for the year of licensing requested.  An owner requesting reduced fee license for a spayed or neutered dog must have proof of alteration.  Seniors requesting reduced fees as a senior must have an altered dog and proof of being 62 years of age or older.  When accepting license payment at the shelter, enter all owner information i.e. name, address and phone number.
Enforcement of Animal Licensing Requirements 

Department staff will enforce all animal licensing requirements set forth in [Enter Name]’s City Municipal Code. The two codes we use are:

· License Code [enter code]
· Vaccination Code [enter code]
Printing Canvass Reports

· Pick the street(s) to be canvassed

· Go to Chameleon’s Home page

· Click on “Reports” (top of the home page)

· Click on “Run A Report”

· Scroll down and click on “Canvass Report”

· Enter the street name(s) and press “Ok”

· Your Canvass Reports will then print out 

Make notes on this report next to each address listed.

Some examples:

· Left a notice or issued a citation

· Amount of dogs witnessed and breed if the information was attained

· Any extra notes or observations made 

At the end of the day the canvassing officer will total the amount of houses canvassed, notices left and citations issued.

License Letters Mailed

There are three notices that may be sent out to dog owners.

The first notice is sent when their dog(s) license(s) are going to expire in 30 days. This letter is called a License Renewal. The second notice, called a Late License Renewal, is sent out when their dog(s) license(s) have already expired. This notice is out 30 days after the license expired.  A late penalty fee per dog is attached to the license fees. An option may be offered to provide a multi year license in lieu of a late fee.  They are generated by the office clerks.
A third notice may be used to elicit license procurement which is called a Notice of Violation – Warning Notice.  This notice is generated by the licensing officer and is sent due to discovery of an unlicensed dog.  This notice is generic in form.  It has licensing information and warnings as to the penalties which can result from a failure to comply.  Discovery my have come in the form of Rabies Certificates, as provided by veterinarians due to State Health and Safety Requirements, observation during canvassing or other investigation, complaint filed by citizen or a home check due to failure to license follow ups.  A case by case review by the licensing officer may give 15 – 30 days to license.  This may be determined by the length of time the dog has been owned, if other dogs were vaccinated the same day by this owner and licensed or if an extension is being granted to allow for spay and neuter.  Effort should be made to promote alteration of the dog, within reason.
Printing License Letters

· Pick which month(s) you’re going to print out

· Go to Chameleon’s Home page

· Click on “Reports” (top of home page)

· Click on “Run A Report”

· Scroll down and click on either “License Renewals” or “Late License Renewals” depending on which letters need to be sent out.

· Enter your start and end date and press “OK”

· The letters will then print out
Printing License Warning Notices
A form letter is used for License Warning Notices when unlicensed dogs are located by discovery.  It can be printed out and the blank areas filled in by the licensing officer.  It has a space for the owner’s name, if known, or the words Dog Owner.  The date of issue, the person ID number as in Chameleon and the address are to be filled in.  Spaces at the bottom of the form are for the dog’s name and/or description, the date by which the dog must be licensed and the date on which a citation may be issued for failure to license.

The time allowed for a dog to acquire a license is 30 days from the day the dog turned 4 months of age and/or was acquired by the dog owner.

When discovery is by Rabies certificate, the date of vaccination can be used as a guideline as to when the dog was acquired, if the dog is not already in Chameleon.

A dog owner who has been discovered to own an unlicensed dog(s) during a canvass or other type of investigation may be given a citation upon the date of discovery or given 15 – 30 days to license at the licensing officer’s discretion.

Extensions for license(s) procurement are on a case by case review.  The spay or neuter of a dog may allow for an extension if a date of surgery is noted.  The average extension for this should be no more than 30 days.  Dogs to which late fees have already been applied will not have fees reduced due to extensions.

Right of Entry for Enforcement – Reasonable Cause

Department staff may approach a residence for the purpose of animal licensing only if he or she has reasonable cause to believe that there is an unlicensed dog on that property. Reasonable cause includes, but is not limited to:

1. Visual confirmation of an animal from public property or where the employee has a legal right to be.

2. Noise from an animal on the property.

3. Visual proof of an animal’s presence, such as food bowls.

4. Information received by a neighbor.

5. Other independently received information that creates reasonable belief there is an unlicensed dog on the property.

Employees are not permitted to enter any private dwelling unless given permission by the owner or resident, or a warrant was obtained.
What is Curtilage
The curtilage of a home is the enclosed are encompassing the grounds and buildings immediately surrounding a home.  The law considers the curtilage an extension of the home because of the privacy expectation they have.  Curtilage is treated just like the home for purposes of the Fourth Amendment.  If an enclosed ara next to a house is used for domestic activities, then it is protected curtilage.
The Supreme Court has penned four of the factors used to determine whether to classify the area as curtilage exists:

1) The distance from the home to the place claimed to be curtilage (the closer the home is, the more likely to be curtilage);

2) Whether the area claimed to be curtilage is included within an enclosure surrounding the home;

3) The nature of use to which the area is put (if it is the site of domestic activities, it is more likely to be a part of the curtilage); and

4) The steps taken by the resident to protect the area from observation by people passing by (shielding from public view will favor finding the portion is curtilage).
For example, Karl has a home with a fence around the house with a front and back gate, both kept shut.  In the front is a porch with a swing and a couple of rocking chairs.  In the back on a deck are lounge chairs and a gas grill.  This area would be considered curtilage because it meets all four factors.
Telephone Interaction

Telephone etiquette is important for establishing good community relations. In addition, the information line voice-mail system provides important information to individuals needing assistance with animal-related problems.

Answering Calls
All incoming calls will be answered with the following greeting: Hello, [Enter Name] Animal Shelter, this is {say your name}, how may I help you? 

If You Must Place a Caller on Hold 

Answer as follows: “Hello, [Enter Name] Animal Shelter this is {say your name} do you have an animal emergency?” Wait for a response, in case the caller has an animal emergency, and then ask “may I place you on hold?” if it is not an emergency.
Don’t let callers linger on hold. Offer to take a message, or suggest a time to call back when they are more likely to reach the person they need or when staff will be available to assist them. 

END OF DAY BALANCING OUT PROCEDURES
Chameleon:


Reports:

Run a Report:


Accounting Reports:



Account Code for Today-print



Cash Box Closing for Today-print



Account Code Summary:



Click on enter date calendar for start-click on today (will be red)



Click on end date calendar for end-click on today (will be red)



Print report

Credit Card Machine:


Press Credit (#1) one time


Press More (#6) two times


Press Print Report (#3) one time


Press Card Totals (#2) two times-to print two copies (one for City Hall-one for us)


Press Card Details (#3) two times-to print two copies (one for City Hall-one for us)

Animal Control Cash Count Sheet:


Do as usual


Run two tapes on checks-attach to checks-put NAC, date & your initials


Run one tape on credit cards-attach to credit card receipts-put NAC, date & your initials


Both should match the Cash Box Closing for Today

City of [Enter Name] Animal Control Revenue Codes Sheet:


To fill out City of [Enter Name] Dog Licenses-(will automatically put the day’s date)

· Go to:  Start-My Computer-Parks on ‘[Enter Name]-fp’ (R)-Animal Control-User-AC-AC 1-3 License Form

· Cross Reference Account Code Report Summary

· 3900-License-Type in quantity number of licenses sold in corresponding 

line (shaded green)

· form will automatically calculate

· must put curser in a different line and click in order to calculate
· print two copies
The 1 year license amount goes on Revenue Code line 3900

The 2 year license amount goes on Revenue Code line 3912

The 3 year license amount goes on Revenue Code line 3913

***When done close out-do not save***

Make copies of everything and staple together

MEDIA CONTACTS

Only the Superintendent, or City designee, may speak on behalf of the City.  If you are contacted by a reporter or representative of any TV, radio, newspaper, or magazine reporters, or by other media reps, direct him or her to the Superintendent.
� Computer records system


� Bleach mixture must be mixed fresh each day.  The ratio must be one part bleach to 10 parts water.


� The stray hold period is 7 business or 9 calendar days.


� Bite stick = Rapid Containment Baton (RCB)
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