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Welcome
INSERET WELCOME STATEMENT HERE




Mission Statement
INSERT MISSION STATEMENT HERE



Our History
INSERT HISTORY INFORMATION HERE




















Volunteer Opportunities
Clerical Assistant 
Answer Phones - assist in answering questions and scheduling appointments.  

Make reminder calls - call clients to remind them of their surgery appointment the next morning and go over details for the appointment.

Office assistant - help with entering data and completing paperwork.

Other - inventory of office supplies & merchandise, marketing materials, and projects 



Clinic Assistant I 
Admissions (Check-In) - assist with animal check in, complete paperwork, clean carriers, write out neckbands, and cage cards; take animals from front to kennel areas. 

Admissions (Check out) - aid in returning animals to their owners.

Laundry/Packs - assist in washing, drying, and folding laundry. Clean and prepare packs.

Kennel & Surgery Suite Cleaning - help with cleaning and sterilizing crates, carriers, feral cat traps, surgical instruments and surgery suites.  



Clinic Assistant II
Animal Recovery/Monitoring – observe the animals after surgery to make sure they are recovering as they should.

Transport – assist in receiving and returning transported animals to their cages.

Laundry/Packs - assist in washing, drying, and folding laundry. Clean and prepare packs.

Kennel & Surgery Suite Cleaning - help with cleaning and sterilizing crates, carriers, feral cat traps, surgical instruments and surgery suites.  






Frequently Asked Questions
Scheduling

1. When are you open?  Monday through Friday

2. How soon can I get an appointment? Let me see what our next available appt. is.

3. How can I make an appointment for a feral cat? You can bring in a feral cat before 11am, Monday through Thursday. You need to make sure the cat has not eaten since 7am that morning.

4. How long do they stay?  If you drop them off Monday through Thursday, they will stay overnight and go home the next morning. If you drop them off on Friday, they go home at 5:00pm (NO female dogs on Fridays).

5. Why do you release the same day on Fridays?  We do a lot fewer animals on Fridays, so we can be sure that every surgery is completed in the morning. The animals then have plenty of time to recover before we release them.

Financial Assistance

1. Where can I get financial aid? Please see the financial info sheet.

2. Do you have the number for (name of other animal welfare group)?  Please see the Commonly Used Phone Numbers.

Medical Questions

1. Can they drink water all night before surgery? Yes

2. How long does the surgery take?  It depends on the animal, anywhere from 30 seconds for a male cat to 20 minutes for a large female dog.

3. Is it safe?  There is a risk with any surgery. Our mortality rate is …

4. Do you send them home with pain medication?  They receive pain medication before surgery.  In addition to that, you can request extra pain medication that can last up to 24 hrs after surgery – it’s an anti-inflammatory that we administer here before your pet goes home.

5. Do you give vaccinations?  Yes, but only at the time of surgery. We are required to administer a rabies vaccination if your pet does not have a current one. We will administer additional vaccinations at the time of surgery at your request.

6. Can I come in for just a rabies shot?  No, we can only give vaccinations at the time of surgery.  

7. Do you microchip? If you bring a microchip with you, we will insert it for free.  We do not sell them here. You can usually at your vet’s office.  

8. What vaccinations can I get?
a. Vaccinations for cats – rabies, feline distemper, and feline leukemia

b. Vaccinations for dogs – rabies, distemper/parvo, and kennel cough (kennel cough is a non-fatal bacteria that usually results in nasty coughing for a few weeks and then goes away, often recommended for folks who board their dogs) 

9. How old do animals have to be?  Three months and at least two pounds.

10. When do they start coming in heat?  They usually reach sexual maturity at about five or six months.

11. How long are they in heat? It really depends on the animal.

12. How long are they pregnant?  63 days

13. Can you fix them while they’re pregnant?  Yes

14. Is it dangerous if they’re in heat/pregnant?  There is a higher risk if they are in heat or pregnant. If you can wait until they are no longer in heat to bring them in, that’s the best. If they are pregnant, the sooner you can bring them in, the better.

15. How soon after they have a litter can they be fixed?  You need to wait about two weeks after the babies are completely done nursing – the mother has to stop lactating before we can do surgery.

16. What is the recovery period like?  The recovery period is 7-10 days. You need to restrict their activity and keep them indoors. You also need to watch their incision closely. We will give you a complete list of post-op instructions when you pick your pet up. 

17. What is that extra green incision?  That is a tattoo, to identify that your pet has been spayed/neutered.

18. Should I be worried that my dog/cat is licking his/her incision?  Yes. Can you bring them in for us to take a look at them? We are available for rechecks Monday through Friday from 10am – 2pm. Please call if you need to come at another time.

19. What should I do to keep my dog/cat from licking his/her incision?  You can purchase Bitter Apple or Bitter Orange (from Wal-mart or PetSmart) – rub the ointment around the incision, not directly on it (it stings!). If that doesn’t work, you need to get them an E-collar (lampshade).

*Please do not try to answer any medical questions, or assess whether a person needs to come in for a recheck.  These calls should be referred to Daniela, or to the technician if Daniela is not available.  If you get stuck and don’t know the answer to a question, please put the person on hold and find someone to help you.  It’s okay to ask any of the staff members for help!


Services & Fees

	Surgical Fees
	Public / Volume

	Female Dog
	$0.00 / $0.00

	Male Dog
	$0.00 / $0.00

	Female Cat
	$0.00 / $0.00

	Male Cat
	$0.00 / $0.00

	Umbilical hernia repair
	$0.00 / $0.00

	Nail trim
	$0.00 / $0.00

	Cryptorchid
	$0.00 / $0.00

	Pregnant
	$0.00 / $0.00

	In heat
	$0.00 / $0.00

	Ear tip (feral cats only)
	$0.00 / $0.00

	 
	

	Canine Vaccines
	Public / Volume

	Rabies (required)
	$0.00 / $0.00

	DA2LPPv (distemper/parvo)
	$0.00 / $0.00

	Bordetella (kennel cough)
	$0.00 / $0.00

	Heartworm test
	$0.00 / $0.00

	 
	

	Feline Vaccines
	Public / Volume

	Rabies (required)
	$0.00 / $0.00

	FVRCP (distemper/upper respiratory)
	$0.00 / $0.00

	FELV (feline leukemia)
	$0.00 / $0.00

	FELV/FIV combo test
	$0.00 / $0.00

	 
	


* Vaccines are ONLY given at the time of surgery.

Appointment Narrative
What type of pet do you have? (dog/cat, male/female)

Let me see what the next available appointment is. Our earliest opening is M/Tu/Wed/Th/Fri, (month) (day).  You’ll need to bring him/her in at 8:00am, and pick him/her up at 7:30am/5:00pm (5:00pm Fridays only).  Will that appointment work for you?

How old is your dog/cat? (Good opportunity to find out if pet is over 8 yrs (will need pre-operative blood work) or under 4 months (does not need to be fasted prior to surgery)

May I have your first and last name?

What is your phone number, starting with the area code?

The night before surgery, you need to keep your pet indoors, and no food after midnight (remember, under 4 months old – do not need to fast!).  Water is okay.

A rabies vaccination is required by law – is your pet current on his/her rabies vaccination?
If yes, please bring in his/her tag or certificate
If no, we will need to administer that vaccination while they are here. 

After Surgery (Post-operative Instructions)
What to expect when you get your pet home
Your pet has had major surgery. The surgery requires general anesthesia. The patient is completely asleep and unable to feel or move. In female dogs and cats, the uterus and ovaries are removed through a small incision in the abdominal wall. Females are unable to get pregnant. In both male dogs and cats, the scrotum is not removed, only the testicles. Removal of the testicles prevents production of sperm and the male dog or cat will no longer be able to father puppies or kittens.
Sutures
Unless you are told otherwise, your pet does not have external sutures. All sutures are absorbable on the inside and the very outer layer of skin is held together with surgical glue. Do not clean or apply topical ointment to the incision site. If you are told that your pet has skin sutures or skin staples, they will need to return in 7-10 days to have those removed. Male cats do not have any sutures.

Activity
Some animals are active after surgery, while others are quiet. It is very important that you limit your pet's activity for the next 7-10 days. No running, jumping, playing, swimming, or other strenuous activity during the 7-10 day recovery period. Pets must be kept indoors where they can stay clean, dry, and warm. Do not bathe your pet during the recovery period. Dogs must be walked on a leash and cats must be kept inside. 

Feeding
Your pet has had a small snack the night of surgery. Their appetite should return gradually within 24 hours of surgery. Lethargy lasting for more than 24 hours after surgery, diarrhea, or vomiting are not normal and you should contact us immediately. Do not change your pet's diet at this time and do not give junk food, table scraps, milk or any other people food for a period of one week. This could mask post-surgical complications.

Potential Complications
Spaying and neutering are very safe surgeries; however, complications can occur. Minimal redness and swelling should resolve within several days. If it persists longer, please contact us. 

If you have any questions or concerns directly related to the surgery during the recovery period, please call this office at (000) 000-0000. If there is an emergency after hours, contact your regular veterinarian or animal emergency hospital at (000) 000-0000.

Our clinic will treat any post-op complications resulting directly from the surgery, if the above post-operative instructions are followed in full, at minimal cost. Your regular veterinarian must address illnesses or injuries that are not a direct result of surgery. Please call for an appointment as soon as you see cause for concern. We cannot be held responsible for complications resulting from failure to follow post-op instructions, or for contagious disease for which the animal was not previously properly vaccinated.




Financial Aid
INSERT FINANCIAL AID INFORMATION HERE



Low Cost Vaccination Clinics
INSERT LOW COST VACCINATION ALTERNATIVES IF AVAILABLE



Directions to [CLINIC NAME]
INSERT DIRECTIONS TO YOUR CLINIC HERE

From the East:

From the West:

From the North:

From the South:


Transportation Alternatives
INSERT TRANSPORTATION ALTERNATIVES HERE

Spay/Neuter Information
Top 10 Reasons to Spay or Neuter Your Pet - Adapted from the ASPCA

1. Your female dog or cat will live a longer, healthier life. Spaying—the removal of the ovaries and uterus—is a veterinary procedure performed under general anesthesia that usually requires minimal hospitalization. Spaying a female cat or dog helps prevent pyometra (pus-filled uterus) and breast cancer. Treatment of pyometra requires hospitalization, intravenous fluids and antibiotics. Breast cancer can be fatal in about 50 percent of female dogs and in 90 percent of female cats. Spaying your pet before her first heat offers the best protection from these diseases.

2. There are major health benefits for your male animal companion, too. Besides preventing unwanted litters, neutering your male dog or cat—the surgical removal of the testicles—prevents testicular cancer, if done before six months of age.

3. Your spayed female won't go into heat. While cycles can vary greatly, female felines usually go into heat four to five days every three weeks during breeding season. In an effort to advertise for mates, they'll yowl and urinate more frequently—sometimes all over the house. Unspayed female dogs generally have a bloody discharge for about a week, and can conceive for another week or so.

4. Your male dog won't need to roam away from home… An intact male in search of a mate will do just about anything to get one! That includes digging his way under the fence and making like Houdini to escape from the house. And once he's free to roam, he risks injury in traffic and fights with other males.

5. …and he will be much better behaved to boot! Neutered cats and dogs focus their attention on their human families. On the other hand, unneutered dogs and cats may mark their territory by spraying strong-smelling urine all over the house. Indoors, male dogs may embarrass you by mounting on furniture and human legs when stimulated. And FYI, a neutered dog protects his home and family just as well as unneutered dog--and many aggression problems can be avoided by early neutering.

6. Spaying or neutering will NOT make your pet fat. It's no use to use that old excuse! Lack of exercise and overfeeding will cause your pet to pack on the extra pounds—not neutering. Your pet will remain fit and trim as long as you continue to provide exercise and monitor food intake.

7. Spaying or neutering is highly cost-effective. The cost of your pet's spay or neuter surgery is a lot less than the cost of having and caring for a litter. It also beats the cost of treatment when your unneutered tom escapes and gets into fights with neighborhood strays…or the cost of cleaning the carpet that your unspayed female keeps mistaking for her litter box, or the cost of…well, you get the idea!

8. It's good for the community. Stray animals pose real problems in many parts of the country. They can prey on wildlife, cause vehicular accidents, damage the local fauna and scare children.

9. Your pet doesn't need to have a litter for your children to witness the miracle of birth. We've heard this one a lot. But you know what? Letting your pet produce offspring you have no intention of keeping teaches your children irresponsibility. Anyone who has seen an animal euthanized in a shelter for lack of a home knows the truth behind this dangerous myth. There are countless books and videos available to teach your children about birth in a responsible manner.

10. It packs a powerful punch in the fight against pet overpopulation. Millions of cats and dogs of all ages and breeds are euthanized annually or suffer as strays. These high numbers are the result of unwanted, unplanned litters that could have been prevented by spaying or neutering.



Spay/Neuter Statistics
INSERT CLINIC SPECIFIC STATISTICS HERE

Policies & Procedures
We ask that volunteers adhere to the following policies and procedures:

Attendance
We count on our volunteers!  Please notify your supervisor as soon as possible if you are unable to fulfill a volunteer commitment.  
 
Dress Code
Please no open-toed shoes.  Pants are recommended to protect your legs.

Email
Please provide us with your email address.  Email is our primary means of communication with volunteers.  By providing us with your email address, we can keep you up-to-date on events coming up, volunteer needs, etc.  We promise not to send junk mail or chain letters.

Nametags
Nametags are provided for all volunteers.  Please wear your nametag during your volunteer shifts and take your badge home with you.

Parking
Please park in the far area of any parking lot to allow guests the most convenient access to our facilities.

Personal items
[CLINIC NAME] is not responsible for any personal belongings.  It is best to leave these items in your car.

Pregnancy
Due to the incidence of toxoplasmosis, a disease found to cause birth defects, female volunteers who are or suspect being pregnant, should consult with their physician before handling any cats.  We strongly encourage you to refrain from handling cats, cleaning litter pans or being near cat litter until your physician gives the “OK.”  Pregnant women should also check with their doctor before being near our iso-florine machines in prep and surgery to ensure safety.

Signing In
Please always sign-in/out during your volunteer shift.

Smoking
Smoking is permitted in designated areas only.  Please contact your supervisor for locations.  Smoking is not permitted while handling animals.

Resignation
Volunteers are asked to contact [CLINIC NAME] before resigning.

Sexual Harassment Policy
Sexual harassment will not be tolerated.  A volunteer who believes they have been the subject of sexual harassment should report the act immediately to their supervisor, and appropriate action will be taken. 


Supervision
Volunteers are supervised directly by the program director in which they volunteer. 

Termination
[CLINIC NAME] will conduct verbal counseling for disregard of policies and procedures set forth by a volunteer’s supervisor but also reserves the right to terminate a volunteer’s service without warning for the following occurrences:
· Animal abuse

· Theft of [CLINIC NAME] property to include animals, documents, equipment, etc.

· Careless or negligent performance of volunteer duties that endanger the life, health, or safety of an animal or another person.

· Being intoxicated or under the influence of controlled substances except medications written by a physician.

· Unauthorized possession of dangerous or illegal firearms or weapons

· Violating the non-disclosure agreement; giving confidential information to customers, employees, other volunteers, etc.

Accidents and/or injuries
You should adhere to the following procedures in the event of an accident and/or injury:
(All accidents and/or injuries that occur while volunteering for [CLINIC NAME] must be reported)

Bites or Scratches (that draw blood):
· Please do not tend to your wounds yourself. 

· Get in touch with a staff person immediately following the injury. 

· Complete an incident report and give it to a staff member.
*NOTE:  In the event of a bite, regardless of species, you should seek immediate medical attention.  Bites from animals are particularly prone to infection.
	
 Other Accidents or Injuries:
· See medical attention immediately from Staff

· If serious, go directly to your physician or urgent care facility

· Complete an Incident Report and give it to a staff person

UNDER NO CIRCUMSTANCES SHOULD A VOLUNTEER ADMINISTER FIRST AID UNLESS CERTIFIED OR PROFESSIONALLY TRAINED (i.e., Red Cross First Aid Certification, nurse, doctor) TO DO SO.  


Commonly Used Phone Numbers
INSERT COMMONLY USED PHONE NUMBERS HERE
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