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Addendum #02
April 10, 2018

RFQ
Animal Shelter Consultant


The purpose of this Addendum #02 to the RFQ for an Animal Shelter Consultant, dated April 9, 2018, and previously amended on April 9, 2018, is to answer the following questions:

1. How many staff does the shelter employ?

Veterinarians:  2 (part-time)
Full-time employees:  17 (16 hourly, 1 salary)
Part-time employees:  4 (2 hourly, 2 per diem)


1. How many canines and felines does the shelter handle per year, including those brought in by the City of Myrtle Beach and other municipalities?

In 2017, the shelter handled a total of 1350 felines, 931 canines, 2 hamsters, 1 lizard, 1 mouse, 5 rabbits, and 1 turtle.


1. Given the fiscal year is coming to an end, is this work expected to be completed by the end of the fiscal year?  If not, what is the expected duration of the project and timeline for delivery of the SOPs, plans, job descriptions, etc.?

Once all quotes are received on April 18, the evaluation process will take approximately ten days to two weeks to complete.

The performance period will be the number of hours submitted in your quote.  The number of hours shall be the total amount necessary to complete all objectives, and shall be justified by a short statement of technical approach.  No buy-in will be accepted.  No change orders will be issued unless validated by the City.

Exact project start date and timelines for deliverables will be negotiated with the selected consultant.









1. How relevant is the current strategic plan?  Is a copy available for review?  
The current strategic plan is attached to this addendum.  It is in the third year of its five-year duration.  In addition, standard operating procedures/job descriptions, as they exist at this time, are attached to this addendum.


1. What is the catalyst for this assessment?

The request for this assessment comes directly from our City’s mayor and the City Council.  They wish to promote a cohesive environment between the Grand Strand Humane Society and their Board of Directors by evaluating the organization and its operational effectiveness.


RFQ due date is April 18, 2018 at 10:00AM.  Quotes should be e-mailed to asowers@cityofmyrtlebeach.com 

If you have any questions, please don’t hesitate to call to the undersigned below.
	


Thank you,
City of Myrtle Beach
Ann Sowers
Purchasing Division/Buyer
Email: asowers@cityofmyrtlebeach.com
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Purpose of this Plan
The Grand Strand Humane Society (GSHS) desires to provide high quality services to the citizens and animals of the Myrtle Beach. In order to provide these services the GSHS must develop a financially viable business model. This plan serves as a framework for the GSHS's strategic plan over the next 5 years.
Mission Statement
The Grand Strand Humane Society exists to improve the quality of life for companion animals by providing shelter and care to the lost, homeless and unwanted animals of the community. We focus on finding adoptive homes for the animals in our shelter, providing low-cost veterinary care to the public, and connecting with the public through education and community involvement to instill a deeper understanding about and care for animals.
Three Year Financial Look Back
There are three operating units to the GSHS: shelter operations, clinic operations, and
fundraising operations. Its primary function is shelter operations. Under the shelter umbrella the GSHS houses and cares for abandoned or unwanted animals. The shelter side then works to adopt these animals to the community. Historically, the shelter operates at a loss. Its primary revenue sources are the Myrtle Beach City grant, retail sales, adoption fees, and the R.A.I.N. program. The City grant was $230 thousand, $230 thousand, and $280 thousand in fiscal years 2013, 2014, and 2015, respectively. The shelter's largest expenses are payroll, the costs of goods for resale, and food and supplies for its residents.
Shelter Operations	2013	2014	2015
	Revenue
	$373,735
	$458,429
	$598,560

	Expenses
	$559,193
	$626,212
	$702,448

	Shelter Net Income
	($185,458)
	($167,783)
	($103,888)



The clinic operation is a revenue generating enterprise that serves the GSHS's animal residents and the public. There is a part time veterinarian and two veterinarian assistants within the clinic, which are the clinics largest costs. Without the in house clinic, the GSHS would have to outsource the care of its animals. With the in house clinic, the Humane Society is able to offset the costs of caring for its resident animal population by opening its doors to the public.
	Clinic Operations
	2013
	2014
	2015

	Revenue
	$126,226
	$169,455
	$239,913

	Expenses
	$132,053
	$144,951
	$131,850

	Clinic Net Income
	($5,327)
	$24,504
	$108,063




1

The third operation of the GSHS is its fundraising operations. In order for the Humane Society to offset the costs of operating the shelter it must solicit donations from the community it services. The strategy over the last three years was to hold numerous smaller events throughout the year. The result was a burnt out staff and the supporters were largely the same at each event.
	Fundraising Operations
	2013
	2014
	2015

	Revenue
	$200,713
	$213,415
	$175,922

	Expenses
	$80,048
	$100,990
	$94,765

	Fundraising Net Income
	$120,665
	$112,425
	$81,157



Total net income for the Grand Strand Humane Society was ($70,620), ($30,854), and $85,332 in fiscal years 2013, 2014, and 2015, respectively. The banner year experience in fiscal year 2015 was the result of $50,000 additional monies given by the City of Myrtle Beach, increased clinic revenues, and vacant positions. The GSHS operated with a skeleton staff in fiscal year 2015, which cannot be sustained long term.
Current Situation
The Grand Strand Humane Society is a nonprofit organization that serves the City of Myrtle Beach and surrounding communities by taking in and caring for the homeless, abandoned, abused and unwanted animals of Myrtle Beach. Our policies are governed by a passionate board of ten directors who serve three year terms with the option for re-election. GSHS takes in stray animals and owner surrenders brought in by Myrtle Beach city residents and upholds the contract we have with the City of Myrtle Beach to take in and care for all animals picked up by the Myrtle Beach Police Department and Myrtle Beach Animal Control Officers. The City awards GSHS a generous grant each year to help cover the expenses associated with the care of those animals. The remainder of our annual budget is generated through successful fundraisers, additional grant money, revenue generated by our veterinary clinic, adoption and impound fees and the charitable donations of individuals and businesses in our community.
The Grand Strand Humane Society can appropriately house and care for up to 96 dogs / puppies, and 91 cats / kittens at a time. We take in an average of 1500 animals each year. Our staff provides exceptional care for all of these animals ensuring that we adhere to The Five Freedoms of Animal Welfare. They are vaccinated, tested, dewormed and examined by the GSHS medical team on intake. Should one of these animals need extensive medical treatment, our staff veterinarian determines the proper course of action to make that pet healthy again. Our dogs have 24/7 access to large indoor/outdoor runs, are walked and socialized regularly, and fed high quality food. GSHS cats are housed in portholed cages allowing a separation of their living / eating area and litter box area, which studies have shown lead to happier and healthier cats. We have a team of cat socialization volunteers that get each cat out of their cage every day that the shelter is open. By remaining dedicated to socializing our dogs and cats from the day they come in, we increase their adoptability which allows us to keep our facility under capacity and increase revenue via adoption fees and lower hold times.
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GSHS strives to find every animal the perfect forever home. We are open Mondays, Tuesdays and Wednesdays from eleven until five, Fridays from eleven until six and Saturdays from eleven until four. The public can come in and meet our adoptable animals and finalize adoptions anytime during business hours. The Grand Strand Humane Society also participates in and holds off-site adoption events several times each year in order to showcase our animals to members of the community who may not think to visit our shelter facility. In addition to these off-site adoption events, we proudly showcase our dogs and cats on WPDE's Carolina and Co. every Tuesday, WPDE's Thursday morning news, WEZV's Tuesday morning Pet of the Week and several iHeart Media weekly pet segments.
GSHS partners with reputable no kill rescues all along the eastern seaboard in order to save more lives. These relationships allow us to transport large numbers of animals in the summer months when we are taking in far more animals than we can care for and adopt out. This also permits us to place "less adoptable" animals such as senior dogs, FIV / FeLV positive cats, and other special needs pets throughout the year. One of the many things that the Grand Strand Humane Society family prides itself on is thinking outside the box to come up with creative new ways to save every single life that we possibly can.
In addition to running our shelter facility, GSHS also operates a low cost, walk-in veterinary clinic as a public service for our community. We recognize the importance of giving pet owners the ability to provide the basic veterinary care to their beloved animals. By offering discounted spays and neuters, not only are we helping that pet to live a longer, healthier life, we are also cutting down on the number of unwanted litters that the Grand Strand Humane Society would receive in the future. By offering critical vaccines at an affordable price we are keeping the pets in our community safe and healthy, preventing the spread of disease and decreasing the number of sick animals surrendered to the Grand Strand Humane Society. Our clinic is open every Tuesday and Wednesday from eight until two, every Friday from eight until three and every other Saturday from eight until two.
Grand Strand Humane Society sits at a really exciting point in its life cycle with changes happening from ground up in the organization. We have a dedicated and passionate staff who are excited for the future of the shelter and eager for change. We have had a complete change in upper level management who are open to new and creative ways to solve old problems and who have visions of the Grand Strand Humane Society being a leader in the animal welfare field. Our board has taken on new directors with a passion for helping both animals and the community we serve while sharing in the vision that GSHS become a place that others look to for how to run a successful animal shelter. With a newly adopted, focused mission statement and an eagerness for change and growth, the organization is confident that we will continue to be a respected name in the community and the animal welfare field.
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SWOT
Strengths 
· Location
· Volunteer base
· Energetic management team
· City support
· Financial transparency (audit)
· Involved board of directors
· Strong reputation within the community
· Exceptional socialization programs for both cats and dogs
· Strong alliance with other shelters, both locally and in other regions
· Adoption staff has the knowledge to pair the right animal with the right family
Weaknesses 
· Operating revenues
· Employee turnover
· Marketing plan
· Fundraising
· Unified strategic plan
· Poor record keeping
· Internal controls
· Communication, both internally and with the community
Threats 
· Little reserves, could not sustain any kind of business disruption
· All other nonprofits competing for donation dollars
· Liability of working with animals
· Employee fatigue
· Volunteer attrition
· Competing veterinarian clinics, including new mobile clinics
· Governmental/regulatory law changes
· Hurricane or natural disaster
· Deferred maintenance
Opportunities 
· Customer service - GSHS will provide the best customer service in town. Customers are animals, adopters, clinic patients, the City of Myrtle Beach. Employees understand that every interaction with those customers is an opportunity to provide exemplary customer service and gain fulfillment in doing so.
· A marketing plan where the Grand Strand Humane Society is seen as a brand. People want to want to be associated with the organization. For example, people come to hang out/volunteer with friends, large membership base, creative/funny/cute t-shirts, bumper
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stickers on every car, fundraisers are FUN and people want participate or even be invited. Employees want to come and work for the GSHS.
· Better strategic pricing in both shelter and clinic operations
· Grant writing
· Inspiring employees by offering them the training they need to be successful
· Growing our foster care program
· Soliciting new volunteers to replace ones that have moved away
· Expanding volunteer responsibilities to help reduce payroll expenses
· New sponsorship programs, i.e. sponsor an individual medical case, sponsor a cage for a year, and a "Wall of Thanks" for large corporate donors
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Five Year Pro Forma Statements
	Fiscal Years
	2016
	2017
	2018
	2019
	2020

	Revenues from Operations
	 
	 
	 
	 
	 

	Revenues from Operations
	 
	 
	 
	 
	 

	Shelter
	234,000
	236,000
	259,000
	271,250
	279,000

	Clinic
	238,000
	240,000
	261,500
	279,500
	295,450

	Sub-total Revenues from operations
	472,000
	476,000
	520,500
	550,750
	574,450

	Private Contributions, Sponsorships, etc
	 
	 
	 
	 
	 

	Donations
	102,462
	105,500
	134,750
	153,000
	171,500

	Fundraising
	67,000
	74,000
	82,500
	92,500
	100,350

	RAIN Program
	46,500
	48,000
	55,000
	61,000
	67,500

	Grants
	5,000
	10,000
	20,000
	37,500
	57,900

	Sub-total Private Contributions, Sponsors hips,etc
	220,962
	237,500
	292,250
	344,000
	397,250

	Grants from Governmental Agencies
	 
	 
	 
	 
	 

	City of Myrtle Beach
	230,000
	350,000
	285,000
	255,000
	230,000

	City of Myrtle Beach Capital grant
	 
	75,000
	 
	 
	 

	Sub-total Grants for Governmental Agencies
	230,000
	425,000
	285,000
	255,000
	230,000

	Total Revenues
	922,962
	1,138,500
	1,097,750
	1,149,750
	1,201,750

	Expenditures
	 
	 
	 
	 
	 

	Salaries, Wages, and Benefits
	 
	 
	 
	 
	 

	Shelter
	320,250
	331,000
	339,000
	345,000
	352,500

	Clinic
	155,018
	165,000
	167000
	171,250
	176,535

	Administrative
	14,985
	39,063
	40,500
	42,000
	44,250

	Sub-total Salaries, Wages, and Benefits
	490,253
	535,063
	546,500
	558,250
	573,285

	Contractual Expenditures
	 
	 
	 
	 
	 

	Shelter
	440,067
	444,500
	447,500
	450,300
	455,725

	Clinic
	30,500
	36,111
	37,500
	39,250
	40,000

	Administrative
	20,000
	29,500
	29,500
	31,000
	32,000

	Fundraising
	5,020
	6,700
	7,250
	8,750
	9,750

	Interest & Depreciation
	16,426
	17,400
	17,500
	17,800
	18,100

	Sub-total Contractual Expenditures
	512,013
	534,211
	539,250
	547,100
	555,575

	Capital Outlays
	 
	 
	 
	 
	 

	Shelter
	0
	63,210
	1,000
	1,750
	2,000

	Clinic
	894
	9,240
	750
	1,000
	7,500

	Administrative
	593
	0
	250
	1,000
	2,500

	Sub-total Capital Outlays
	1,487
	72,450
	2,000
	3,750
	12,000

	Total Expenditures
	1,003,753
	1,141,724
	1,087,750
	1,109,100
	1,141,400

	 
	 
	 
	 
	 
	 

	Net Profit
	(80,791)
	(3,224)
	10,000
	40,650
	60,350
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Five Year Plan, Goals, and Strategies
As mentioned in our section about the current state of the shelter we feel that we are at a really exciting point in the shelter's life cycle. The energy from the new management and current employees as well as from the board is dynamic. We have set a new, more focused mission statement for the shelter and have adopted an overarching goal to be "Best in Class". We want to be the first place people in the area think of for adopting a pet, clinic services and eventually where they turn to for behavior help with their pet as well. We want to be a destination for people from out of town, a place on the must see list for Myrtle Beach and a place other shelters look to for how to do things right. To do this, we must change the current culture of our shelter. Going forward everything we do will be with the "Best in Class" mindset. All of our goals and strategies are working towards getting us to this point.
Our main goal over our 5 year plan is to make the shelter financially stable, leading to profitability. You can see from our 5 year financials that a $80,000 loss is expected for this fiscal year. The loss is the result of a conscience effort to invest in the shelter facilities, raise the level of service to the animals and community, and the lack of fundraising due to the absence of an executive director for the first 5 months of the fiscal year. By the end of our 5 years, we expect a gain of roughly $60,000. To do this, we have strategically planned our goals by separating them out based on the clinic and shelter facilities.
From the shelter side of the operations, the aim is to increase revenues by $45,000. This will be accomplished by taking a critical eye to all of our internal processes and procedures, including a reassessment of pricing and our current fundraising programs. Without set procedures in place, we are missing out on money that we have planned for but are not collecting. Examples of procedures that we need to implement include collecting fees for pets who are reunited with their owners, and charging higher adoption fees and pull fees to rescues who are interested in taking some of our pets.
We plan to initiate a dog training program for our shelter dogs that would also be open to members of the public for a fee. A program of this kind has great potential to not only help our dogs looking for homes learn manners to make them more adoptable but also to bring in revenue from members of the public who are looking to make their dog a better mannered companion.
Looking at our clinic operations through the same microscope we are planning to increase revenue by roughly $57,000. Our clinic prices also need to be reassessed. Presently, we are providing high quality veterinary services but are charging prices at cost. We could increase our fees to become more profitable. We also have the opportunity to provide additional services as an upsell, for example a nail trim when customers come to the clinic for other services. Adding
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these services will not require us to add workforce or increase costs, but we will have the chance to upsell additional services for more profit.
We are exploring ways to cut our expenses by reducing employee overtime and becoming more efficient with existing resources. Development and recruitment of our volunteer base will help to control employee costs and fatigue. We are also looking into options of using generic products instead of name brand items and by soliciting items from the community through social media.
Fundraising and donations are two areas that have the greatest potential for increasing revenue. This part of our budget needs to be refocused, and we are excited to increase the amount of money we raise through these avenues. Our goal is to raise approximately $290,000 over the next two years.
There is a large potential for donation growth by revamping existing programs. The RAIN program will be grown through solicitation from the City's water bills by just over $20,000 over the next five years. Local businesses are an untapped market that need to be better solicited for donations through this program. We have already identified businesses that are likely to support GSHS through this program, and we are developing a strategic plan for targeting their donations. There is room to grow on the residential side as well by updating the mailings and sending end of year mailings letting people know how much they have given and encourage them to donate more the next year. Within the shelter, we have our Guardian Angel program for kennel sponsorship and our membership program that we are looking to expand. A strategic plan will also be developed for our online presence to ensure that we are driving donations online and making it easy for people to give.
Grant writing is another area of untapped potential for the shelter. In fiscal year 2015, the GSHS underwent its first financial audit, in which it received unmodified opinion. In other words, the GSHS financial statements are accurate in all material aspects. This opens the door to a myriad of grant opportunities that the Humane Society was previously ineligible for, because its
financial statements had not been audited. Our experienced grant writing volunteer will assist in applying for these benefits. Coastal Carolina University Masters of Accounting students are developing a template that will also streamline the grant writing process. We see the growth potential of almost $60,000 in this category to help us run the shelter and its programs.
Galas or other formal dinner events are widely successful in the Grand Strand area. Our hope is develop a signature Grand Strand Humane Society gala or dinner that will bring in significant, reliable revenue on an annual basis. We currently have several small events through-out the year but are missing a GSHS signature event. Another new revenue source being considered is sending mail pieces throughout the year to help keep us on the forefront of donors minds and to bring in some new donors. We believe that with the addition of this signature event and its
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potential to grow over the years, along with the addition of some mailing pieces, we will see a steady increase of roughly $10,000 a year.
Finally, GSHS has identified a hurricane or other natural disaster as being one of the leading threats to our animal residents. We need to develop an evacuation and disaster recovery plan. As GSHS currently lacks the resources and knowledge to develop a meaningful plan, we are hoping that the City of Myrtle Beach will partner with us in this effort and together help us develop a strategy to protect our animals through a documented plan.
With this strategic plan implemented, GSHS will reach its overarching goal of becoming "Best in Class", and in turn, will reach a financial stability and profitability that will be sustained for many years to come.
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HUMANE_. SOCIETY
Cat Cleaning Protocol for Doubled Cages
Look at each cat in the room for changes in health that may affect cleaning order or may need care. Record health changes and share with supervisor.
Spot cleaning for double compartment cage:
1. Put on a clean pair of gloves
2. Close the door(s) that separate the two sides of the cage
3. Quietly open the door of the compartment that the cat is NOT in
4. Examine the interior of the cage (including front bars) for organic material (feces, snot, food). Clean out material with a rag and soap and water as needed. Wipe Kuranda bed with same rag use to clean cage. Put rag in the dirty laundry pile. Never use the same rag in more than one cage.
5. Remove food, water, litter box, remake bed and tidy cage. Continue to use the same bedding material unless it is wet or soiled (some cat hair is ok). Replace fresh food and water in new, sanitized bowls and replace with clean litter box. /
6. Close door quietly
7. Open compartment dividers that separate the two sides of the cage
8. Gently encourage cat to go through the divider door to the other side and close the divider door(s).
9. Repeat steps 4 - 6 for this compartment
****Change gloves between cages if housing kittens and between banks if
housing adults.
If cage is very soiled, or a new cat will be going into the cage:
1. Put on a clean pair of gloves
2. Put cats in sterilized carriers
3. Remove all cage content, including organic material.
4. Put Kuranda bed, bedding and food and water dishes in appropriate container for full sterilization
5. Soak entire cage including cage door with Rescue using the squeeze bottle. Set timer for 10 minutes.
6. After 10 mins, wipe excess Rescue with clean rag and add rag to laundry pile.
7. Fully reset cage with newspaper, bedding, litter box and kuranda bed. Do not add food or water. This will be done when new cats are added.

8. Put used carriers to the side to be placed on outdoor pad for sterilization.

Properly Cleaning a Cat Cage
In any cage that has been turned into a suite a separation panel should always be inserted using a bungee cord. First clean one side while the cat(s) is isolated on the other side, then allow the cat to climb over to the clean side and reinsert the separation panel and clean the other side. Use an unused washcloth and soapy water to clean the stainless steel cage on either side as needed.
In a single cage that has not been dirtied excessively, clean around the cat using a clean washcloth and the soapy Dawn water. The cat does not need to be removed during this process.
In a single cage that is dirty beyond the point of cleaning around it's resident cat(s), remove the cat(s) and place it in a sanitized, unused carrier. Thoroughly clean the cage using an unused washcloth and soapy water, and reset it completely before returning the cat(s) to the cage. The used carrier must immediately be taken outside and placed on the left side of the concrete slab closest to the dumpster to be re-sanitized before another use.
If you are cleaning any cage that a new cat will be housed in (ie the previous cat has been moved or adopted) the cage including the door must be fully soaked in Rescue using the Rescue squeeze bottle. The Rescue must sit on the cage for a full ten minutes before being wiped down. Always set a timer during this process. Remove Kuranda bed if there is one in the cage and add it to the dirty dishes garbage bin so that it can be fully sanitized. Fully reset the cage in preparation for a new cat with the exception of adding food and water to the bowls. This will be done when the new cat is added.
EVERY CAGE should get a sanitized, unused litter box, sanitized, unused food bowl and sanitized, unused water bowl EVERY DAY. Existing lifter boxes, food bowls and water bowls from the previous day should be removed daily to be washed and sanitized for the next day. These dirty items can be placed in the appropriately labeled garbage can to be transported to the wash room.
Each cage or side of a double cage should get a minimum of two sheets of newspaper (enough so that the entire bottom of the cage is covered by newspaper).
Each cage should get a soft piece of linen to lay on. This should only be changed as needed (ie soiled with vomit, feces, medication etc), not daily. It is comforting to a cat to have something with their scent and fur on it.
All Kuranda beds should be wiped down daily using the washcloth being used to clean that same cage.

No washcloth should ever be used on more than one cage.
Once a washcloth touches a cage it should never be re-dipped into the soapy water.
Discard used washcloths in the appropriate bucket.
Use only the garbage can designated for the room you are cleaning.
As each room is completed, the garbage bag from the laundry basket should be removed and taken to the laundry room. That bag should be replaced and the basket left in the room for the next day.
Once all of the cages in a room are cleaned and the garbage and laundry have been removed the room should be swept and mopped thoroughly using Rescue in the mop buscket (under cages, in corners etc) using the appropriate broom and mop.
Clean healthy, established adults first.
Clean healthy, established kittens second.
Clean healthy, new adults third.
Clean healthy, new kittens fourth.
Clean sick adults fifth.
Clean sick kittens last.
**** Should you have any question about which order to clean the cats housed in any particular area, please ask your manager to clarify this for you before beginning in that area. it***

Properly Cleaning Large Dog Guillotined Runs
The interior area of the run should always be cleaned first
Dogs should be safely isolated on the side of the kennel not being cleaned
Beds should have been removed and placed on back slab in A Dogs and hung on kennels in B Dogs
Remove all water buckets and dump out all water. These will be fully sanitized daily.
Remove all fecal matter from the runs using a scooper which should be soaked in bleach bucket after scooping
Use a towel to remove excess urine and fecal matter from the concrete (a separate towel should be used in each cage)
Foam down the kennels including walls, chain link fencing and beds (front and back) using the hose and Rescue foamer set to the proper dilution
Use the long handled scrub brush to scrub the floor of all runs including those that are not currently housing dogs and the walkway between the runs (Rescue must remain on all surfaces for fifteen minutes)
Use the bucket of Rescue water and sponge to scrub walls, fencing, guillotine doors and beds as needed
Rinse walls, fencing, beds and floors with fresh water using the hose without the Rescue foamer in B dogs
Rinse beds in A Dogs using the hose without the Rescue foamer and hand dry and walls and guillotine doors as needed
Squeegee all water in B Dogs / foam in A Dogs towards drains
Ensure interior of kennels are clean and sufficiently dry, towel drying as needed
Place clean, dry water buckets in each kennel and fill with clean, fresh water
Place all beds on kennel floor ensuring they are clean and dry

Latch and secure all interior runs and let dogs inside then closing the guillotines again in preparation to clean the exterior portion of the runs
Remove all fecal matter from the runs using a scooper which should be soaked in bleach bucket after scooping
Use a towel to remove excess urine and fecal matter from the concrete (a separate towel should be used in each cage)
Foam down the kennels including walls and chain link fencing using the hose and Rescue foamer set to the proper dilution
Use the long handled scrub brush to scrub the floor of all runs including those that are not currently housing dogs (Rescue must remain on all surfaces for fifteen minutes)
Use the bucket of Rescue water and sponge to scrub walls, fencing and guillotine doors as needed
Rinse walls, fencing, and floors with fresh water using the hose without the Rescue foamer Squeegee all water towards the drains
Open all guillotines once the exteriors are dry and secure with the exception of the backside of B Dogs

Properly Cleaning A Dogs Shoreline Cages
Adoptable Small Dog Cages
· Walk the first dog and place in the inside portion of A Dogs 20
· Clean and reset that ShoreLine cage according to the following protocol
· Remove dirty linens, bowls, newspaper and fecal matter from the cage placing each item in the appropriate receptacle
· Thoroughly clean the cage using an unused washcloth and soapy water
· Reset the cage with two layers of newspaper for an adult dog and four layers of newspaper for a puppy
· Add clean, sanitized food and water bowls to the new cage
· Add a soft blanket, towel or bed to the cage
· Add at least one toy or stuffed animal unless that animal has a history of destroying and ingesting toys/linens
· Put the dog back in the clean cage
· Remove any fecal matter from A Dogs 20 and mop with Rescue water using specified mop
· Dry run
· Follow the above steps for the remaining dogs in this bank of four cages
· If any cage has been emptied (adoption or rescue) clean that cage according to the following protocol
· Remove dirty linens, bowls, newspaper and fecal matter from the cage placing each item in the appropriate receptacle
· Completely soak the cage and door with Rescue
· After letting the Rescue soak for ten minutes, clean all sides, top and bottom of the cage
· Reset the cage with two layers of newspaper for an adult dog and four layers of newspaper for a puppy
· Add clean, sanitized food and water bowls to the new cage without the food and water (this will be added once the new animal is moved into the cage)
· Add a soft blanket, towel or bed to the cage
· Sweep and mop the area under and around the bank of cages by moving the bank of cages as needed
Intake Cages
· Unless the animal has severely soiled their cage, wait for intake staff to take these animals and move them to their new location at which point the cage should be cleaned according to the following protocol
· Remove dirty linens, bowls, newspaper and fecal matter from the cage placing each item in the appropriate receptacle
· Completely soak the cage and door with Rescue

· After letting the Rescue soak for ten minutes, clean all sides, top and bottom of the cage
· Reset the cage with two layers of newspaper for an adult dog and four layers of newspaper for a puppy
· Add clean, sanitized food and water bowls to the new cage without the food and water (this will be added once the new animal is moved into the cage)
· Add a soft blanket, towel or bed to the cage
· If the animal has badly soiled their cage or if the intake staff is not scheduled that day, move the animal to another clean, fully set-up cage within the Intake bank of three cages and then clean their previous cage following the steps listed above.
· If the bank of cages is full use the appropriately labels plastic or wire cage as a transfer cage while the animal's cage is being cleaned
Sick Quarantine
· Remove the animal from it's cage and place it in the corresponding transfer cage
· Clean the cage according to the following protocols
· Remove dirty linens, bowls, newspaper and fecal matter from the cage placing each item in the appropriate receptacle
· Thoroughly clean the cage using an unused washcloth and soapy water
· Reset the cage with two layers of newspaper for an adult dog and four layers of newspaper for a puppy
· Add clean, sanitized food and water bowls to the new cage
· Add a soft blanket, towel or bed to the cage
· Add at least one toy or stuffed animal unless that animal has a history of destroying and ingesting toys/linens
· Place the animal back into their clean cage and sanitize the transfer cage
· Repeat those steps for the other two cages
· Should an animal be removed from the Sick Quarantine bay of cages to be transferred to another location, the cage should be cleaned according to the following protocol. The corresponding transfer cage for that animal is to be taken outside and foamed using the Rescue foamer, scrubbed, allowed to soak for ten minutes and then rinsed.
· Remove dirty linens, bowls, newspaper and fecal matter from the cage placing each item in the appropriate receptacle
a	Completely soak the cage and door with Rescue
· After letting the Rescue soak for ten minutes, clean all sides, top and bottom of the cage
· Reset the cage with two layers of newspaper for an adult dog and four layers of newspaper for a puppy
· Add clean, sanitized food and water bowls to the new cage without the food and
water (this will be added once the new animal is moved into the cage)
a Add a soft blanket, towel or bed to the cage

Puppy 'so
· Remove the first animal from Puppy Iso. If it is a dog over the age of six months first walk it by the dumpster to allow it to use the bathroom. If it is a dog under six months proceed to the next step without walking.
· Place the animal in the clean, sanitized and set-up cage in the Puppy Iso bank of cages
· If Puppy Iso is full, place this first animal in the designated transfer cage
· Clean and sanitize the first animal's cage according to the following protocol
· Remove dirty linens, bowls, newspaper and fecal matter from the cage placing each item in the appropriate receptacle
· Completely soak the cage and door with Rescue
· After letting the Rescue soak for ten minutes, clean all sides, top and bottom of the cage
· Reset the cage with two layers of newspaper for an adult dog and four layers of newspaper for a puppy
· Add clean, sanitized food and water bowls to the new cage without the food and water (this will be added once the new animal is moved into the cage)
· Add a soft blanket, towel or bed to the cage
· Remove the second animal from Puppy Iso. If it is a dog over the age of six months first walk it by the dumpster to allow it to use the bathroom. If the dog is under the age of six months proceed to the next step.
· Place this second dog into the cage that has just been sanitized and reset
· Clean and sanitize the second dog's cage according to the following protocol
· Remove dirty linens, bowls, newspaper and fecal matter from the cage placing each item in the appropriate receptacle
· Completely soak the cage and door with Accel
· After letting the Rescue soak for ten minutes, clean all sides, top and bottom of the cage
· Reset the cage with two layers of newspaper for an adult dog and four layers of newspaper for a puppy
· Add clean, sanitized food and water bowls to the new cage without the food and water (this will be added once the new animal is moved into the cage)
· Add a soft blanket, towel or bed to the cage
· Remove the third animal from Puppy Iso. If it is a dog over the age of six months, first walk it by the dumpster to allow it to use the bathroom. If the dog is under the age of six months proceed to the next step.
· Place this third dog into the cage that has just been sanitized and reset
· Clean and sanitize the third dog's cage according to the following protocol
· Remove dirty linens, bowls, newspaper and fecal matter from the cage placing each item in the appropriate receptacle
· Completely soak the cage and door with Rescue
· After letting the Rescue soak for ten minutes, clean all sides, top and bottom of the cage

· Reset the cage with two layers of newspaper for an adult dog and four layers of newspaper for a puppy
· Add clean, sanitized food and water bowls to the new cage without the food and water (this will be added once the new animal is moved into the cage)
· Add a soft blanket, towel or bed to the cage
· Remove the fourth animal from Puppy Iso. If it is a dog over the age of six months, first walk it by the dumpster to allow it to use the bathroom. If the dog is under the age of six months proceed to the next step.
· Place this fourth animal into the cage that has just been cleaned and reset
· Clean and sanitize the fourth dog's cage according to the following protocol
· Remove dirty linens, bowls, newspaper and fecal matter from the cage placing each item in the appropriate receptacle
· Completely soak the cage and door with Rescue
· After letting the Rescue /soak for ten minutes, clean all sides, top and bottom of the cage
· Reset the cage with two layers of newspaper for an adult dog and four layers of newspaper for a puppy
· Add clean, sanitized food and water bowls to the new cage without the food and water (this will be added once the new animal is moved into the cage)
· Add a soft blanket, towel or bed to the cage
· If there is a dog in the transfer cage, it should be placed in the last cage that's been cleaned and sanitized. The transfer cage should then be taken out to the concrete slab to be foamed, soaked for ten minutes, scrubbed and rinsed.
· If there is not a dog in the transfer cage, this final reset cage will serve as the starting point for cleaning the next day.
Remove and wash all dishes from this area
Remove dirty laundry from this area and replace the garbage bag in the basket
Remove the garbage from this are
Sweep and mop the entire back area of A Dogs using the specified broom and mop filled with bleach water

Properly Cleaning an Isolation Kennel
Ensure that you are fully stocked and gather all necessary cleaning supplies before beginning
· Bucket of hot, Rescue water with a sanitized yellow sponge
· Long handled scrub brush
· Squeegee
· Rescue foamer
· Properly labeled mop and mop bucket
· A minimum of 10 towels
Move dogs from kennels 1 - 10 into the kennels on the backside of B Dogs once it is sanitized and dry (be sure to move all kennel cards as you move each dog)
Remove water buckets and dump all water
Remove all fecal matter from Iso 1 - 10 using a scooper which should be soaked in bleach bucket after all kennels are scooped
Use a towel to remove excess urine and fecal matter from the concrete (use a different towel for each cage)
Foam down the runs including chain link fencing and beds using the hose and Rescue foamer set to the proper dilution (this should sit on all surfaces for at least ten minutes)
Use the long handled scrub brush to scrub the floor of all runs including those that are not currently housing dogs
Use the bucket of Rescue water and sponge to scrub fencing and beds as needed
Rinse fencing, beds and floors with fresh water using the hose without the Rescue foamer
Squeegee water from runs towards the drains
Replace all water buckets with clean, dry, full buckets

Once runs are thoroughly dry (towel dry as needed), replace beds and add fresh linen to igloo

Move the dogs from kennels 11 - 20 into kennels 1 - 10 (be sure to move all kennel cards as you move each dog)
Remove water buckets and dump all water
Remove all fecal matter from Iso 1 - 10 using a scooper which should be soaked in bleach bucket after all kennels are scooped
Use a towel to remove excess urine and fecal matter from the concrete (use a different towel for each cage)
Foam down the runs including chain link fencing and beds using the hose and Rescue foamer set to the proper dilution (Rescue must sit remain on all surfaces for a minimum of ten minutes)
Use the long handled scrub brush to scrub the floor of all runs including those that are not currently housing dogs
Use the bucket of Rescue water and sponge to scrub fencing and beds as needed
Rinse fencing, beds and floors with fresh water using the hose without the Rescue foamer
Squeegee water from runs towards the drains
Replace all water buckets with clean, dry, full buckets
Once runs are thoroughly dry (towel dry as needed), replace beds and add fresh linen to igloo
Move dogs from the backside of B Dogs into Iso kennels 11 - 20 (be sure to move all kennel cards as you move each dog)
Remove all fecal matter from the backside of B Dogs using a scooper which should be soaked in bleach after scooping all kennels
Use a towel to remove excess urine and fecal matter from the concrete (a new towel should be used in each cage)

Foam down the runs including chain link fencing using the hose and Rescue foamer set to the proper dilution (Rescue must remain on all surfaces for a minimum of ten minutes)
Use the long handled scrub brush to scrub the floor of all runs
Rinse fencing and floors with fresh water using the hose without the Rescue foamer
Squeegee water from runs towards the drains
Open the guillotines on the backside of B Dogs once it is dry and secured

DISHWASHING PROCEDURES 
FOOD BOWLS 
· Wash all bowls in hot soapy Dawn water in the circular blue bucket labeled "Food Bowls" using a sponge from the "Food Bowl Sponges" dish.
· Rinse off excess soap.
· Place cleaned bowls in the "Food Bowls" black bleach tote and set the timer for ten minutes.
· **Do not overfill the bleach tote. All bowls should be fully immersed in bleach and not stuck together.
· 1/2 cup bleach I gallon of water
· Remove bowls and rinse thoroughly in the sink to ensure that all bleach is removed.
· Hand dry each bowl completely.
· Place clean, DRY bowls on shelves in the outside food room.
LITTER BOXES 
· Wash all litter boxes in hot soapy Dawn water in the circular back labeled "Litter Boxes" using a sponge from the "Litter Box Sponges" dish.
· Rinse off excess soap.
· Place cleaned bowls in the "Litter Boxes" tan bleach tote and set the timer for ten minutes.
· **Do not overfill the bleach tote. All litter boxes should be fully immersed in bleach and not stuck together.
· 1/2 cup bleach / gallon of water
· Remove litter boxes and rinse thoroughly in the sink to ensure that all bleach is removed.
· Hand dry each litter box completely.
· Place clean, DRY litter boxes on shelves in the outside food room.

Opener/Quarantine
Arrive at 6 AM
Scoop fecal matter from outside areas of A and B Dogs 
Segregate all dogs in A and B Dogs in their outside runs 
Feed all large dogs in A Dogs, B Dogs and Isolation 
Remove all linens from runs in A and B Dogs
Remove beds in A and B Dogs and place to be cleaned 
Sweep-anotalay-a-rea
--Glean-bathr-Gems
--Sweep-and-fftep-the-administratiefrareti
Clean small and medium dogs housed in Shoreline cages
Mop entire back of A Dogs where cages and storage are
Mop under the single set of cages in the front of A Dogs
Take out trash and replace bag
Take out dirty laundry and replace bag
Wash all dirty dishes according to GSHS Dishwashing Protocols
Clean Quarantine House
Dip and treat any ringworm animals being kept in Quarantine House according to medical sheets make by GSHS Medical Director
Leave immediately after cleaning Quarantine House

Cat Tech 1
Arrive at 6 AM
Properly care for all outdoor cats by removing food and water bowls and replacing them with new bowls full of fresh food and water. Replace linens in feral cat houses as needed
Put on booties and walk through City Cat Isolation to examine each and every animal in the room visually. Notify medical staff and/or Operations Director of any emergencies immediately.
Clean any cats and dogs in the administration area including the hallway cat's closet area. The litter boxes in this area are the only litter boxes to ever be scooped and not fully replaced daily. The food and water bowls should be replaced daily.
Ensure that you are fully stocked and gather all necessary cleaning supplies before beginning
· Bucket with hot, soapy Dawn water
· A minimum of 45 washcloths
· Squeeze bottle full of Rescue
· Five sanitized cat carriers
· Fresh linens for a minimum of 45 cages
· Empty trash can and laundry basket
· 45 clean litter boxes
· 45 clean cat food bowls
· 45 clean cat water bowls
Begin cleaning B Cats at 7:30 AM
B Cats should be finished by 11:30 AM
Join Cat Tech 2 in finishing Healthy Hold Cats. Both Cat Techs will move to City Cats together each day.
Clean City Cats along with Cat Tech 2. City Cats should be finished by 2 PM. Ensure there are two cages prepped for incoming cats later in the afternoon.
Once City Cats is completed, Cat Tech 1 can checkout with Kennel Manager and leave for the day.

Cat Tech 2
Arrive at 7:30 AM
Ensure that you are fully stocked and gather all necessary cleaning supplies before beginning
· Bucket with hot, soapy Dawn water
· A minimum of 45 washcloths
· Squeeze bottle full of Rescue
· Five sanitized cat carriers
· Fresh linens for a minimum of 45 cages
· Empty trash can and laundry basket
· 45 clean litter boxes
· 45 clean cat food bowls
· 45 clean cat water bowls
Clean A Cats
A Cats should be completed by 10:30 AM
Begin cleaning Healthy Hold Cats
Cat Tech 1 will join Cat Tech 2 in finishing Healthy Hold Cats. Both Cat Techs will move to City Cats together each day.
Clean City Cats along with Cat Tech 2. City Cats should be finished by 2 PM. Ensure there are two cages prepped for incoming cats later in the afternoon.
Roll the garbage cans full of dirty dishes out to the food room where dishes should be washed according to the GSHS dishwashing protocols. Clean, dry dishes are to be placed on appropriate shelf in two equal stacks (one for each Cat Tech) to be used the next day.
Foam down all carriers placed on the concrete slab using the Rescue foamer and hose. This should sit for ten minutes, the carriers should then be scrubbed using the yellow scrub brush in the bucket labeled "Cage Scrubber", rinsed with clean water and stood up to dry on the right side of the concrete slab furthest away from the dumpster.

Dog Tech 1
Arrive at 7 AM
Ensure that you are fully stocked and gather all necessary cleaning supplies before beginning
· Bucket of hot, soapy Dawn water with a sanitized yellow sponge
· Long handled scrub brush
· Squeegee
· Rescue foamer
· Properly labeled mop and mop bucket
· A minimum of 10 towels
Clean A Dogs
A Dogs should be completed by 10:30 AM 
Take out garbage and replace bag
Remove dirty laundry and replace bag
Gather all food bowls from A Dogs, B Dogs and Isolation and wash them according to the GSHS Dishwashing Protocols
Join Dog Tech 2 in finishing B Dogs, Both dog techs will move to Isolation together each day.
Clean Isolation along with Dog Tech 2
Isolation should be completed by 2:30 PM
Hand out second feed
Dog Tech 1 can check out with Kennel Manager and leave for the day after second feed has been handed out

Dog Tech 2
Arrive at 8 AM
Ensure that you are fully stocked and gather all necessary cleaning supplies before beginning
· Bucket of hot, soapy Dawn water with a sanitized yellow sponge
· Long handled scrub brush
· Squeegee
· Rescue foamer
· Properly labeled mop and mop bucket
· A minimum of 10 towels
Clean B Dogs
Dog Tech 1 will join Dog Tech 2 in completing B Dogs. Dog Tech 1 and Dog Tech 2 will move to
Isolation together each day.
B Dogs should be completed by 11:30 AM
Take out garbage and replace bag
Remove dirty laundry and replace bag 
Clean Isolation along with Dog Tech 1
Isolation should be completed by 2:30 PM
Re-open guillotines once the backside of B Dogs is dry
Pick up all food bowls from second feed 30 minutes after it is put out
Wash dishes according to GSHS Dishwashing Protocols
Walk any larger dogs from Isolation that need additional exercise from small runs
Ensure that Isolation dogs are properly housed for the evening (ie extra blankets on a cold night)
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Cat Team Member
Objective :
The main objective of a GSHS Cat Team Member is to provide exceptional care for all cats housed in the facility.
Key Relationships Within GSHS :
· Cat Team Members report directly to the Kennel Manager
· Cat Team Members work closely with the Clinic Administrator to report any injuries or illnesses they see while caring for their cats
· Cat Team Members coordinate with the Intake/Adoption Counselors to put new animals in the appropriate location and assess adoptability
· There are no positions with GSHS that report to Cat Team Members
Basic Job Duties :
· Feed all cats the specified amount of food and provide fresh water daily
· Assist Clinic Administrator in monitoring weight of all cats
· Properly clean all cages according to protocols set forth by GSHS Medical Director
· Immediately communicate any medical concerns or abnormalities to Clinic Administrator
· Report any behavioral issues to Intake/Adoption Counselor and Director of Operations
· Socialize fearful cats/kittens
· Provide fresh food, water and bedding for outdoor cats daily
· Ensure cage cards are current
· Check proper location books for accuracy
· Check Cat Notes charts for accuracy
· Take out garbage
· Clean and organize other areas as needed

Job Qualifications :
Required
· Passion for helping animals in need
· Complete comfort with cats of all sizes and temperaments
· Ability to lift 20 lbs.
· Ability to stand for 4+ hours at a time
· Team player
· Attention to detail
· Ability to follow specific instructions 
Preferred
· Prior experience working with cats in a shelter / rescue environment
· Experience handling feral cats
· Experience with neonatal feline care
· Experience handling sick and injured cats
· Basic medical diagnostic knowledge

Intake/Adoption Coordinator
Arrive at 10 AM
Make any phone calls from the night before (landlord, veterinary checks, adoption follow ups etc).
Check and return all messages.
Perform any evaluations scheduled for that day. Advise Kennel Manager or Operations Director of all animals able to be moved out for adoption that day.
Check the intake areas to see if we have received any intakes overnight. These should be processed immediately.
Walk through all adoption areas to familiarize yourself with animals available for adoption that day.
Check the Cat Play Room, Puppy Play Yard and Front Courtyard to ensure it is clean and ready for adopters.
All of the above should be completed by noon
During business hours the two Intake / Adoption Coordinators must be available to process intakes and adoptions. '
Each intake and adoption should be completed fully before moving on to the next task. This includes entering all information into PetPoint.
After closing the room should be sanitized from top to bottom.
Check calendar for the next day.
Leave thorough notes for the intake team scheduled the following day.
File all paperwork from the day.

Facilitating an Adoption
Intake/Adoption Coordinator (IAC) greets the client, introduces himself/herself and thanks them for coming to see our animals.
If the client has already selected an animal via Facebook, GSHS website, walking through the facility alone etc, the IAC will take them to the Intake Lobby or Community Office to fill out an adoption application and talk briefly with them. Once this is complete the IAC will escort the client outside or to the Play Room and have the client wait while they bring in the selected animal.
If the client wishes to speak with an IAC before walking through GSHS, IAC escorts the client back to either the Intake Lobby or Community Office where they will ask general questions while the client fills out an adoption application to determine what type of animal (ie energetic dog vs. couch potato or senior cat vs. kitten) will best suit the client. Once the IAC has an idea of what type of animal this is they will ask the client if they prefer to walk through and the IAC will point out several animals that meet the criteria or if they prefer to wait in the Play Room/Puppy Play Yard while the IAC brings in potential animals.
Should the client prefer to walk through, IAC will walk them through the appropriate area and indicate which animals they feel will be a good fit. The pair then walks into the Play Room where the client can tell the IAC which animal they are interested in meeting out of the cage.
When the IAC introduces a client to a GSHS animal they will pay attention to the body language of the animal as well as the reactions of the client. It is imperative that we pair the right animal with the right family. If there is not a bond between client and animal, the IAC reassures the client that they will find the perfect match! IAC then brings in another animal that matches the criteria set forth by the client. This process continues until the client finds an animal that they are comfortable with and that the IAC is comfortable pairing them with, or until the client decides to return at a later date.
Once a match is made that all parties are comfortable with, the IAC will return the animal to their cage/kennel and meet the client back in the Adoption Office.
IAC will pull the selected animal's paperwork and bring it to the Adoption Office.
At this time the client's application has already been reviewed by IAC. If the IAC needs to check veterinary records for the client's other pets they will do so using the phone in the Adoption Office. If a dog meet needs to be scheduled IAC will mark the date and time on the Adoption Calendar and explain to the client that they must put a $25 hold on their desired pet to hold it until their dog meet is complete.
IAC will return the animal's paperwork to the filing cabinet with a note on the front clearly displaying the hold information. IAC will keep client's application and hold form stapled together in the pending application basket on the Adoption Office desk.
IAC will have client complete an adoption contract and will immediately sign and date it after the client. If the animal has not been altered..

IAC will retrieve the surgery book from the front desk and schedule the newly owned animal for surgery. IAC will give the adopter a pick up sheet and answer any questions they may have. IAC will be sure to explain the importance of monthly preventatives and yearly veterinary care. IAC will encourage adopter to utilize the GSHS walk-in clinic but also to establish themselves with a full-service veterinarian for regular wellness care. IAC congratulates client on their adoption and escorts them to the front to pay the adoption fee and look through our retail area.
IAC immediately returns to the Community Office to complete the adoption paperwork. They make a copy of the adoption contract and attach it to the original contract, the animal's paperwork and the client's adoption application. IAC then submits the outcome into PetPoint. This must happen right away. IAC then files paperwork in surgery box at the front desk.
If the animal has already been altered, the next step will be completed while the client waits in the Community Office.
The IAC will make a copy of the adoption contract and all medical records (ensuring that nothing is due) to give to the client. They will also make out a rabies certificate for the client and be sure to explain the importance of monthly preventatives and yearly veterinary care. IAC will encourage adopter to utilize the GSHS walk-in clinic but also to establish themselves with a full-service veterinarian for regular wellness care. IAC will get a microchip and attach the tag and stickers to the client's paperwork. They will then submit the adoption into PetPoint and print out the 24 hr. PetWatch information for the client. IAC will answer any and all questions the client may have and then give them all of their paperwork, a business card and a Science Diet adopter bag. IAC escorts the client to the front to pay the adoption fee, look through our retail area, and wait for their new pet. IAC will bring the newly adopted animal to the Intake Lobby and have another staff member assist with the microchip implantation. IAC then brings the animal to their owner and once again congratulates them and thanks them for choosing us to adopt from.
IAC hands adopter their adoption folder with all necessary information and documents along with any promotional items offered at that time. All information provided in this folder MUST be explained thoroughly to each and every adopter regardless of their level of animal care knowledge.
IAC records Animal ID number on the Adoption Calendar for two weeks after the date the animal leaves GSHS. This would be two weeks from their surgery date if the animal is not altered. These ID numbers will be associated with the new owner's information in our computer system, so when it is time for the two week follow up phone call, IAC will call about the animal's who have ID numbers written on that day's date on the adoption calendar.
IAC will record notes based on follow up phone call on the animal's original paperwork.
After the first follow up call the IAC will pick a date for a second call. How long until this second call is determined by IAC based on the original follow up call. The standard time frame for the second call is 8 weeks after the first call.
IAC will record notes based on follow up phone call on the animal's original paperwork.

Navigating Through an Intake
Owner Surrender
· The Intake/Adoption Coordinator asks the client to have a seat in the Intake Lobby.
· If the owner is surrendering a dog or puppy that is pulling at the leash and refusing to sit still, the Intake/Adoption Coordinator takes the dog/puppy for a walk while the owner completes the paperwork.
· Client fills out an Intake Form which the Intake/Adoption Coordinator reviews and signs. They ask the client for any pertinent information that may help in placing the animal in a new home (this would be things like dog/cat aggression, resource guarding, activity level, temperament with children).
· Intake/Adoption Coordinator answers any questions that the client may have and then escorts them to the front desk where the Front Desk Coordinator checks them out and charges a surrender fee.
· At this point the two Intake/Adoption Coordinators proceed with the animal intake. Stray Animal Surrender
· The Intake/Adoption Coordinator follows all the steps listed above with the exception of the charge assessed by the Front Desk Coordinator. GSHS does not charge a client for doing the right thing by helping a stray animal. We do however ask the client if they are interested in making a donation towards the medical care of that animal.
ACO / Police Drop Off
· The Intake/Adoption Coordinator takes the animal and the intake paperwork from the officer and takes everything back to the Intake Lobby.
· The Intake/Adoption Coordinator uses this opportunity to ask the officer if they have any information on the animal that could help up place it in a new home. The Intake/Adoption Coordinator can also ask for further details on a hold if there is one.
Processing an Intake After the Client/Officer Has Left
· Intake/Adoption Coordinator A weighs the animal and begins filling out the top of the GSHS medical form while Intake/Adoption Coordinator B draws up the pertinent shots and tests.
· Intake/Adoption Coordinator A holds the animal while Intake/Adoption Coordinator B administers the shots and tests, and takes a couple of pictures of the animal.
· If there are any medical concerns (skin infection, difficulty breathing, masses), Intake/Adoption Coordinator immediately informs medical staff through the designated process

· Intake/Adoption Coordinator B sets up a kennel for the new animal and Intake/Adoption Coordinator A puts the new animal in that kennel.
· Intake/Adoption Coordinator A completes the medical form while Intake/Adoption Coordinator B puts the intake into PetPoint.
· If the animal was a stray, one of the Intake/Adoption Coordinators sends the picture to admin of Lost Pets of Horry/Georgetown Counties page
· Sanitize room and materials after each intake.
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