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1 INTRODUCTION

This manual has been prepared to ensure all employees are aware of our internal processing procedures. 
1.1 Shelter Mate 

Shelter mate is a software program that Pets Haven utilizes for collating and storing information for our rescued animals. This program creates an identity, provides behavioral, medical and adoption records. 
Processing Animal Manual 
1.2 Admissions – Surrender Animal Procedure & Multiple Surrenders 

All animals must be entered into shelter mate, please refer to the below instructions. If an animal arrives with documentation, please ensure all documents are uploaded into the animals file. 
A kennel card will be produced, please enter the correct status of the animal, awaiting desex, available for adoption, awaiting foster etc.  

Surrender Animal Procedure

1. Search for surrendering person.

a. If not found, click on the Create a New Entry link.

b. Fill in the relevant blanks on the Add New Person page. Mandatory fields: first name, last name, residential address, mailing address if different than residential, telephone number, and gender.  Depending on your organization you may be required to confirm identification.

c. Click Update Details.
2. On the Edit Person Details page, click on the Scroll To Bottom link and click on the Surrender link.

3. On the Edit Surrender Details page click on the Add New Surrender Animal link.

If the animal is already in the system you can search for the animal in the List Animals Responsible link at the top of the Edit Person Details page.

On the Edit Surrender Details page click on the Surrender an Existing Animal link.

On the Animal Search page enter the Animal ID in the Go To Animal ID field.  Click View.

4. Complete the following:

a. Status: click on the down arrow and select Awaiting Sort.
b. Circumstance: click on the down arrow to select Owner Surrender.

c. Jurisdiction: click on the down arrow to select the applicable jurisdiction.

d. Surrender Reason: click on the down arrow and select the primary reason for the animal being surrendered.

Other Surrender Reason: if there is not an applicable reason in the previous menu, enter the reason here.

e. General Notes: use this field to further explain the reason for surrender or any additional reasons, if needed.

f. Click Update Details.
5. Select the appropriate receipt type (single animal or multiple), if applicable.

6. The Add Receipt page will display.

a. Payment Method: Click on the down arrow to select the method of payment. EX: credit card, check, cash, etc.

b. Complete applicable fields based on the payment method.

c. Ensure there is a designated allocation selected.

d. Click Update + Print.
7. Print two copies of the receipt, and have the client sign your copy.

Multiple Surrender Procedure

8. Search for surrendering person.

a. If not found, click on the Create a New Entry link.

b. Fill in the relevant blanks on the Add New Person page. Mandatory fields: first name, last name, residential address, mailing address if different than residential, telephone number, and gender.  Depending on your organization you may be required to confirm identification.

c. Click Update Details.
9. On the Edit Person Details page, click on the Scroll To Bottom link and click on the Surrender link.

10. On the Edit Surrender Details page click on the Add New Surrender Animal link.

11. Complete the following:

a. Status: click on the down arrow and select Awaiting Sort.
b. Circumstance: click on the down arrow to select Owner Surrender.

c. Jurisdiction: click on the down arrow to select the applicable jurisdiction.

d. Surrender Reason: click on the down arrow and select the primary reason for the animal being surrendered.

Other Surrender Reason: if there is not an applicable reason in the previous menu, enter the reason here.

e. General Notes: use this field to further explain the reason for surrender or any additional reasons, if needed.

f. Click Update Details.  The Receipt Type page will display.

12. Click on the Receipt for Multiple Animals link.

13. The Multiple Animals page will display.

a. Enter Animal Quantity: enter the total number of animals minus the one that is already entered if it is the same Type as the additional animals.

b. Type:  based on the animal information entered in the Edit Animal Details page, the type will default.  If this is incorrect, for example, the first animal entered was mama dog and the rest are her puppies, click on the down arrow to select the correct multiple Type. 

c. Click Multiply Animals.
14. You will see a mini window pop up and the main page behind it will say Loading… Once the page is loaded the main window will then go back to the original Edit Animal Details page and the mini window will be behind it.  To view the mini window: locate it in your bottom tool bar and click on it or toggle to it (hold the ALT key down and press TAB).  

15. This function automatically assigns each animal with an Animal ID.  The mini window is the link for you to use to go in to each animal record and add/edit all of the specific details for each individual animal.  It can be minimized to the desktop tool bar at the bottom on your screen until you are ready to complete the details / updates of the remaining animals.

16. The first Animal ID link is assigned to the animal record you have already completed.

a. Click on each additional Animal ID link to complete each individual animal record.  When you do this the main page will change to the animal record number you clicked on for you to update and the mini window will minimize to the bottom tool bar again.

b. All of the original animal’s details will default and you MUST change the information to match the next animal.

c. Each time you click Update Details for the additional animal records you will notice that instead of going to the Receipt Type page it returns to the top of the animal record you just updated.  Keep track by looking at the Animal ID as you edit each record.

17. Once you have updated all of the animal records to reflect each individual animal go back to the mini window and click on the Kennel Card link.  This time the mini window will stay on top of the main screen but you will see the main screen change to the printable Kennel Cards.  You will notice there is a separate card for each animal.

a. Print Kennel Card: click to print all of the kennel cards.

18. Once you have printed out the Kennel Cards, bring up the mini window again and click on the Surrender Receipt link.  You will notice that the link actually disappears.  At this point you can close the mini window by clicking on the Close Window link.  It will ask you if you are sure you want to close the mini window as a safety.

19. The Add Receipt page will display.

a. Payment Method: Click on the down arrow to select the method of payment. EX: credit card, check, cash, etc.

b. Complete applicable fields based on the payment method.

c. Ensure there is a designated allocation selected.

d. Click Update + Print.
20. Print two copies of the receipt, and have the client sign your copy.

1.3 Add Vaccination Records and/or Vet treatment
If animals arrive with a vaccination history, please update their shelter mate records by completing the following. Vaccinations for adults is given yearly, every puppy and kitten up to 6 months requires three vaccinations. 
Vaccination Record Procedure

The following process can be done via the Edit Animal Details page or the Vet Notes page.  This quick reference will not utilize the 

1. On the right hand side of the screen, in the Animal Menu and click on the Add Vaccination Record link.  A popup window will display.  Enter the number of vaccinations to be entered and click Show Vaccinations.
2. The popup window will then display the vaccination fields.  If more than one is to be entered there will be additional vaccination fields sectioned as you scroll down.  Each section will be titled Vaccination 1, Vaccination 2, Vaccination 3, etc.

3. Complete the following:

a. Vaccination Due: If known, click on the Calendar Icon to select the date the vaccination was due.

b. Vaccination Given: Today’s date will default.  If this is not correct, click on the Calendar Icon to select the date the vaccination was actually given to the animal.

c. Vaccination Type Given: Click on the down arrow to select the name of the vaccination that was given to the animal.  Some vaccinations will then open a display of additional fields, such as Rabies, to further identify the vaccines details.  Rabies Example Fields:

i. Vaccine Manufacturer: Click on the down arrow to select the manufacturer’s name.
ii. Vaccine Type: This will default

iii. Vaccine Lot No: Enter the vaccines lot number.
iv. Expiration Date: Click on the Calendar Icon to select the vaccines expiration date.
v. Rout of Administration: Click on the down arrow to select how the vaccine was administered.

d.  Vaccination Cost: Enter the charge for the vaccination.

e. Next Vaccination Due In: Fill in one of the three fields to indicate when the next vaccination of the same type is due.

f. Next Vaccination Due: The date will default based on the information entered in the previous field.

g. Next Vaccination Type: Click on the down arrow to select the name of the next due vaccination.  This must be filled in for the Next vaccination Due Date to show on the history and Kennel Card

h. Vet Name: Click on the down arrow to select the Veterinarian who administered the vaccination.

i. Other Vet Name: If the Veterinarian’s name who administered the vaccination is not in the drop down list of the previous field enter it here.  Ensure that the spelling of the name is correct.  Once this file is saved the Veterinarians name will automatically be added to the previous list for future use.

j. Vet License #: Enter the Veterinarians license number, if applicable.  Some locations want this information filled in while others do not.  Consult your supervisor or manager.

4. Repeat the above process is additional vaccinations are to be entered.

5. When complete click Add Vaccinations.  The popup window will disappear.

1.4 Add Medication 
This procedure is often used for adding worm, flea treatments [which must be given on a monthly basis] and medications prescribed from our veterinarians. 
Add Medication 
The following process can be done via the Edit Animal Details page or the Medical Notes page.  This is utilized to record when medications dispensed to a pet to treat a medical condition need to be recorded and administered over time. 

Access the Edit Animal Details page:

1. Search and access animal’s record via the Welcome page*.

·  *Go To Animal ID: enter the animal ID and click View.  The Edit Animal Details page will display.

From here, adding a medication can be accessed in several ways:

1. Directly from the Edit Animal Details page: Click the link Add Medication in the Animal Menu on the right-hand side of the page.

2. Via the Medical Notes page: Click the link Medical Notes in the Animal Menu on the right-hand side of the Edit Animal Details page, and on the resulting page select any of the following: 

· Click the Add Medication link in the Vet Treatments menu on the right-hand side of the page.

· Click the Add Consultation link in the Vet Treatments menu to add a new Consultation, enter any information relevant to the consult and click the Add Medication link just above the Revisit Date heading: 
[image: image2]
· Click the Add Costed Clinic Consultation link in the Animal Menu on the right-hand side of the page, add any information relevant to the costed consultation and click the Add Medication link: 
[image: image3]
3. Via the Animal Tasks page: 

· Click the Animal Tasks link on the Welcome/Search page or in the Animal Menu from a specific Animal Details page, click the down arrow on the Actions button on the Animal Tasks row and select the option Add Medication to Animal:
[image: image4]
Regardless of how it is arrived at, once the Add Medication link is clicked a modal will open, displaying a range of options: 
[image: image5]
Proceed with this screen as follows:

1. Animal ID: This will auto-populate with the Animal ID for the file you are working with. This is required so the page knows which animals these medications are assigned to later.

2. Physical Location: This will default to the location the ANIMAL is in, not the user. This is because medications on the Animal Task page are filtered by locations, so if it was linked to the user's location instead then you might miss medications assigned to an animal in a different region. (E.g. if an authority at one location must prescribe a medication for a pet in a different region). You can change it by selecting from the drop-down if required. It has a help button to guide you if you need further tips. 

3. Medication: This is an auto-suggest list and a mandatory field. Type something into the text box and you will be offered a list of options to choose from. For example (not real data):
[image: image6]
4. Amount to be administered each time: This is a mandatory field. Enter the amount of the medication that should be administered for each dose. You can add it either as a simple number ("1") or you can add a descriptor ("1 capsule"). The number can be a whole number or a decimal fraction, as required: it's a free text field so you can enter it as you prefer.

5. Route of Administration: (Options can be added to this list via Administration > Edit Drop Down Lists > Edit Medication Route of Administration) this is an optional field. Select from the drop-down or skip to the next fields. 

6. Total amount dispensed (for tracking costs): This is a mandatory field. Enter the amount of the medication dispensed in total (e.g. 50 for 50 mls or 50 tablets). This field only accepts digits. 

7. Date Dispensed: This will default to TODAY. Click into the box to amend the date if required. You may either select from the calendar or type it directly into the box (make sure you use the same date format as the rest of the page).  

· HINT: if everything else can be left at defaults, you may now click Save without any additional changes to save time!

8. Is this medication being administered now? Medications set up with defaults (Administration > Edit Drop Down Lists > Medications/Maintain), these will auto-populate most fields from here on out. However, if no defaults are set, you may select the options manually by following this process.
There are two options available in this drop-down:  

· This medication is being administered now / has been administered: Use this option if the animal has been given a single dose of something immediately. 

· Date administered: This will default to TODAY. If the medication was administered on a different date, click into  the box to amend the date. 
[image: image7]
Administered by: This will default to the user currently logged in. To change the user who administered this medication, clickthe X at the end of the text box and type something into the box - it will auto-suggest users that contain the letters entered. Click on one to select. 

If this option is used, skip to Point #7 below

This is a scheduled medication: Use this option if multiple doses need to be administered. 

Is this a recurring task?: This option will appear if the scheduled medication is selected above. 

It will default to NO, which means only one set of doses was administered (e.g. if a medication is for one day only). 

You'll note the Date Due now has a Set Specific Time option. This is optional, but be aware that if you are not using times to mark when the first medication dose is scheduled to be given, and the first dose is due "TODAY", then the Edit option will not be offered. The medication first dose must be in the future in order for this option to be offered. 

For ongoing medications, select YES from the drop-down: 
[image: image8]
Additional options will now appear below:

Schedule: Click this Help button for a tour of each feature below. This can be returned to at any time: 


Start Date for Recurrence: Click into the box to select a date the medication is to commence. This may or may not be the same as the Date Dispensed. Beneath the date box is a link to Set specific time. Click this link if the starting dose needs to be given at a specific time: 

[image: image9]
This might be used, for example, if the medication is to be given with a meal, and so can't be given until later that day. It also tells the system that the medication is not yet due, so you will still have an opportunity to edit the medication once saved. If you don't enter a time, it will assume the medication is already due and you will not be able to edit.  

Click into the box to select a time:

Click the up or down arrows to move in increments of one (1)

Click on the number itself to choose from a range of numbers: hours will give you a range of 1 - 12, minutes will give a range in 5-minute increments between 00 to 55:
 

Click the AM/PM button to toggle between the two. 

Repeat Every: Select an option for how often doses are to be given. E.g. if an animal is to be dosed every day or once a week, enter 1 into this box. If the pet is to be dosed every second day, enter 2 into this box. If the pet is to be dosed every 3 months, enter 3 into the box.  

Click the down arrow beneath this to select an option for day, week, month or year:
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This tells the schedule how often to prompt to dose this animal. It will default to "Day"

Number of times per occurrence: Enter the number of times the animal is to be dosed: e.g. if the animal needs to be medicated twice a day, enter 2

Set Specific Times: Click this link if the doses need to be administered at specific times each day. It will open the same number of options as entered into the text box above it, e.g.: 
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Set the time in these boxes exactly as done before: click the box to either enter directly into the box or select from the options offered. 

Repeat as required until a time is set for each box. 

Click the Cancel link to close and set a new Number of times per occurrence if required. 

How long should this task run for?: This drop-down controls how long the medication should be administered to the animal. It contains four options: 

Indefinitely: Select this option if the pet is to be on this medication for the rest of its life. If this option is selected, skip now to Point #7
Until a specific date: Use this option if the pet is to be administered administration only until a specified date, regardless of how many doses it's actually had. This option might be used if the pet requires a veterinary recheck at a specific point to check the efficacy of the medication. 

Enter the date the task should end: A date box will appear below the drop-down if this option is selected. Click into the box to select a date the medication is to be finished. 

Until the task has been completed a certain number of times: Use this option if the medication needs to be administered a set number of times. This will add additional instances to the schedule if a due dose is skipped*. 

Enter the number of times the task needs to be completed: Click into this box to enter the number of instances that must be completed for this medication schedule to be considered complete. 

After a certain amount of scheduled occurrences: Use this option if the pet requires a specific number of scheduled doses, but if one is skipped* it doesn't matter, the medication will still end after the same number of scheduled occurrences as it began with.  

Enter the number of scheduled occurrences: Click into this box to enter the number of scheduled occurrences that must be met for the medication to be considered complete. 

*"Skipping" a dose means one was supposed to have been administered at a specific time and date, but the animal did not receive it. See Administering Medications below for more information.

9. Prescribing Vet: Click the down arrow to select the name of the vet prescribing the medication. This list is populated via the list of Vets managed in Administration > Edit Drop Down Lists > Vets. For more information on how to manage the contents of this list, see our help guide here: Manage Vets
10. Reasons for Medication: Click the down arrow to select the reason the medication has been prescribed for this animal. This list is managed via Administration > Edit Drop Down Lists > Edit Medication Reason. This is a quick entry screen, so simply type into the text box and click the Enter key to add new items. 

11. Notes: This is simply a free-text field so you may enter any additional information required relating to this medication. 

12. Click the down arrow on the Save button to select an option - 

[image: image12]
Save, if this is the only medication being administered, or

Save and Add Another if there are more medications to add and return to the screen you began with
OR

13. Click the Cancel button to escape without saving. You will be asked to confirm you wish to cancel before the modal closes and you return to the screen you began with. Click the Cancel button to confirm, or Stay on Page to return to the Add Medication modal. 

14. Repeat the above process if additional medications are to be entered.

NOTE: Medication History (formerly viewed via a link called View Medication History) is now seen via the View Medication Scheule/History link in the Vet Treatments Menu. If you click this link from a specific animal's page, it will default to filtering for Medications and show you the history. 

"Show completed tasks" will default as marked, so you can see medications that have been administered and completed. 

"Show notes" also defaults to marked, so you can see any notes associated with that medication. 

Don’t forget to:
· Print out a new Kennel Card.

· Print a Medication Sheet.

· Add any applicable notes to the General Animal Notes link in the Animal Menu on the right side of the Edit Animal Details
· Add any applicable notes to the Vet Notes link in the Animal Menu on the right side of the Medical Notes page

· Print out a new Medical History Report. Medications will display on this form including the amounts dispensed, frequencies, start and end dates, doses administered at the time of printing, prescribing vets and any notes linked to the medication. 

Administering Medications:
This process takes you through how to record that an animal has (or has not) received a dose of a medication prescribed to it. It is essentially an extension of the Animal Tasks feature. Click this link for more information on using the filters and other features of the Animal Tasks page.

1. Search and access animal’s record via the Welcome page*. 

·  *Go To Animal ID: enter the animal ID and click View.  The Edit Animal Details page will display. Click the option Animal Tasks in the Animal Menu on the right, or navigate to the Medical Notes page and use the View Medication Schedule/History link in the Vet Treatments menu. 
OR

· From the Welcome page, click the option Animal Tasks available in the Search Menu. 

· When the page loads, filter for just medications by clicking the down arrow on the Task filter drop-down and selecting the option Medication. 

To search for a specific animal, enter the Animal ID number into the Animal ID field and then click on the auto-suggestion that will appear below it to select.

· Use the Due By drop down options to filter for just medications due "Today", "Tomorrow", "Next Week", or select "Date Range" to activate the From and To date boxes to select a custom date or date range. 

· Click Show completed tasks to see all medications administered or dispensed to that animal.

· Click Show skipped tasks to see tasks previously skipped, and have an opportunity to reactivate them if required. 

· Click Show notes to see all notes associated with each medication prescribed to that animal. 

2. The task list will display all medications currently prescribed for that animal. 

3. Overdue medications will be highlighted: 
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4. Medications will be listed in order of due date/time: those due first will be at the top of the list.  

5. Click the box on the right-hand side of the medication you wish to work with to place a tick in that box.

6. If the animal missed the dose, click the button on the left of that row. This will record that the animal was scheduled a dose, but missed it. If the schedule was set up so the animal must have a specific number of doses, a new scheduled dose will be added to the end of the current list to compensate, otherwise, it will just record this as information.

For the instances where you accidentally skip a medication you now will have the ability to undo skipped medications. There will now be a reactivate button next to medications that have been skipped from the medication schedule (or task list page), so you can undo it and make the medication active to be administered.


Remember to apply the option "Show skipped tasks" in the filters at the top to see these options!

7. If the animal received the dose, click the button on the left of that row. This will mark that the animal received the dose and update information for reports, including the Medical History report. 

8. To apply the same action to multiple doses at once, click all required rows to tick them, then scroll down to the bottom of the page and click the down arrow on the drop-down to select an action: 


9. Click the Apply to Selected button and confirm by clicking the Complete or Skip button (as applicable), or Cancel to escape without making changes. 

Additional Actions:

The Mediation Animal Task has the advantage of the following:

Edit a medication administered to a pet by clicking the down arrow against the Actions button on the left of the medication in question and selecting the option Edit. This will open the original medication modal so you can make changes.  

· NOTE: You can only edit any field on the medication page up until the time the first dose is due. Once the medication has achieved or passed that first due dose, you will only be able to edit the end date (if applicable) and the notes fields. This means if you aren't using time fields, and the medication is due "today", or if it was a one-off medication, once it is entered you will only be able to edit a limited amount of information. 
[image: image14]
Discontinue a medication administered to a pet before the scheduled number of doses has been completed by clicking the down arrow against the Actions button on the left of the medication in question and selecting the option Cancel further occurrences 

You will be asked to select a reason the medication has been discontinued. Options for this drop-down can be populated via Administration > Edit Drop Down Lists > Edit Medication Discontinue Reason. This is a quick entry screen: simply type into the text box and press the Enter key to save your changes. 

You also have an option to Cancel on a specific date, so you can prepare for a pet to finish the medication early. Click the Cancel on specific date tick box option to activate the date field, then select the date the medication is to finish. The Medical History form and Animal Tasks page will update accordingly, with any doses to be administered ceasing to be offered after the selected end date.

Copy a medication to other animals by clicking the down arrow against the Actions button on the left and selecting the option Copy to other animals 

A Bulk Updating page will load. Enter the Animal ID numbers of all animals this treatment is to be copied to or click the Add Animals by Litter option to include all animals in a litter, place a tick against the medication in question and click the Save button to copy. 

You will see a confirmation screen. From here, you will see a summary of the information you are about to copy, with the Animal ID number at the top to confirm which animal you are working with. 
From here you have options to: 

Copy any administered so far: Click this text box if you would like to include information that doses have already been administered to match the first animal. 

Edit: This button will open the Medication modal pre-populated with the information from the original pet. You may use this to adjust the amounts dispensed etc. for each individual animal's requirements. 

Copy: This button will copy the original medication settings to the new pet exactly as they appeared. 

Skip This Medication: This button does exactly as it suggests: it skips the medication and moves on to the next pet on the list without marking the skipped file. 

· Delete a medication by clicking the down arrow against the Actions button on the left and selecting the option Delete.  

· You will be asked to confirm that you wish to delete the task. Click Delete to confirm, or Cancel to return without making changes. Deleting removes all trace of the medication from the animal's file. 

· Click the "Show completed tasks" box to delete medications that have been completed (e.g. one-off medications that are complete as soon as they are added). 

Tracking Medications: 

Finding animals that are due for any given medication on a particular day can be done via:

· Report 387 "Medication Requirements": this report will display animals that require medications within a date range. It can be filtered to include in care and not in care and can be set to exclude animals with a current Foster status or find only animals that have a current Foster status. 

· Report 459 "Medications Due to Finish": this report specifically targets animals with medications administered that are due to be stopped within the selected date range. It uses the "End Date" field when adding a Medication to find its results. 

· The Animal Tasks link available in the Search Menu on the Welcome/Search page. 

· To filter this list for medications only, use the filter Task and select the option Medication. Apply any other filters you need and click Search to see animals requiring medications only. 

· The View Medication Scheule / History link in the Vet Treatments Menu on the Animal Details page will show you the medication history for a specific animal. It replaces the former "View Medication History" link. This option will have different defaults to Animal Tasks: because it is a historical record, it automatically filters for all medications for that animal (as opposed for restricting for just those set by users in the same Physical Location as you), including defaulting to showing completed tasks and defaulting to show medication notes also. 

1.5 How to copy vet treatments to bulk animals  
You can copy Vet Treatments administered to an animal over to bulk animals of the same type using the link in the Animal Menu Copy Vet Treatments to Other Animals. 
1. Administer the Treatment you wish to administer to the first animal via the process described in Add Vet Treatment Procedure.

2. In the Animal Menu, locate and click on the link Copy Vet Treatments to Other Animals
3. A page will load that displays options to enter animals to copy the treatment to, and displays all treatments administered to the first animal that you may choose to copy.

4. Animals selected should be of the same type as the initial animal (i.e. Dog to Dog, Kitten to Kitten) to ensure the treatments copy and function correctly.

5. Here you may enter the animals you want to copy the treatment to by adding each individual Animal ID number one at a time in the box provided and hitting the “enter” key on your keyboard.

6. You can also enter multiple animals with sequential Animal ID numbers by entering the first and last Animal Id into the boxes marked add animals by ID range and hitting the “enter” key on your keyboard.

7. You can enter litters of animals by clicking the Add Animals by Litter link and ShelterBuddy will automatically add any animals attached to the one you have selected in the first place by the link for litters. NB: animals must be linked via the Create Litter feature for this to work.

8. Once all animals are loaded, check the listing for Vet Treatments GIVEN and Vet Treatments DUE. Each treatment linked to the starting animal will display here. Select which treatments you wish to copy to subsequent animals by marking the box next to the relevant treatment. You must select both the treatment GIVEN and the treatment DUE in order for them both to copy (or only the selected one will copy).

9. Once all treatments are selected, scroll to the bottom of the page and click the ‘Save” button.

10. The treatments will now appear in the Vet Treatment Records of all the animals selected exactly the same way they were entered against the original animal.

Don’t forget to:
· Print out a new Kennel Card.

· Add any applicable notes to the General Animal Notes link in the Animal Menu on the right side of the Edit Animal Details 
· Add any applicable notes to the Vet Notes link in the Animal Menu on the right side of the Medical Notes 
1.6 Administering medications
This process takes you through how to record that an animal has (or has not) received a dose of a medication prescribed to it. It is essentially an extension of the Animal Tasks feature. Click this link for more information on using the filters and other features of the Animal Tasks page.

There is also a video guide for this article: Video Guide: Administer a Medication
NOTE: Medication History (formerly viewed via a link called View Medication History) is now seen via the View Medication Schedule/History link in the Vet Treatment Menu. If you click this link from a specific animal's page, it will default to filtering for Medications and show you the history. 

"Show completed tasks" defaults to marked so you can see medications that have been administered and completed. 

"Show notes" also defaults to marked so you can see any notes associated with the medications. 

1. Search and access animal’s record via the Welcome page*.

·  *Go To Animal ID: enter the animal ID and click View.  The Edit Animal Details page will display. Click the option Animal Tasks in the Animal Menu on the right, or navigate to the Medical Notes page and use the View Medication Schedule/Historylink in the Vet Treatments menu. 
OR

· From the Welcome page, click the option Animal Tasks available in the Search Menu. 

· When the page loads, filter for just medications by clicking the down arrow on the Taskfilter drop-down and selecting the option Medication. 


To search for a specific animal, enter the Animal ID number into the Animal ID field and then click on the auto-suggestion that will appear below it to select.

Use the Due By drop down options to filter for just medications due "Today", "Tomorrow", "Next Week", or select "Date Range" to activate the From and To date boxes to select a custom date or date range. 

Click Show completed tasks to see all medications administered or dispensed to that animal.

Click Show skipped tasks to see tasks previously skipped, and have an opportunity to reactivate them if required. 

Click Show notes to see all notes associated with each medication prescribed to that animal.

2. When the page loads, filter for just medications by clicking the down arrow on the Task filter drop-down and selecting the option Medication. 

3. The task list will display all medications currently prescribed for that animal. 

4. Overdue medications will be highlighted: 
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5. Medications will be listed in order of due date/time: those due first will be at the top of the list.  

6. Click the box on the right-hand side of the medication you wish to work with to place a tick in that box.

7. If the animal missed the dose, click the button on the left of that row. This will record that the animal was scheduled a dose, but missed it. If the schedule was set up so the animal must have a specific number of doses, a new scheduled dose will be added to the end of the current list to compensate, otherwise, it will just record this as information.


For the instances where you accidentally skip a medication you now will have the ability to undo skipped medications. There will now be a reactivate button next to medications that have been skipped from the medication schedule (or task list page), so you can undo it and make the medication active to be administered.


Remember to apply the option "Show skipped tasks" in the filters at the top to see these options!

8. If the animal received the dose, click the button on the left of that row. This will mark that the animal received the dose and update information for reports, including the Medical History report. 

9. To apply the same action to multiple doses at once, click all required rows to tick them, then scroll down to the bottom of the page and click the down arrow on the drop-down to select an action: 
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10. Click the Apply to Selected button and confirm by clicking the Complete or Skip button (as applicable), or Cancel to escape without making changes. 

Additional Actions:

The Mediation Animal Task has the advantage of the following:

Edit a medication administered to a pet by clicking the down arrow against the Actionsbutton on the left of the medication in question and selecting the option Edit. This will open the original medication modal so you can make changes.  

Discontinue a medication administered to a pet before the scheduled number of doses has been completed by clicking the down arrow against the Actions button on the left of the medication in question and selecting the option Cancel further occurrences
You will be asked to select a reason the medication has been discontinued. Options for this drop-down can be populated via Administration > Edit Drop Down Lists > EditMedication Discontinue Reason. This is a quick entry screen: simply type into the text box and press the Enter key to save your changes. 

Copy a medication to other animals by clicking the down arrow against the Actions button on the left and selecting the option Copy to other animals

A Bulk Updating page will load. Enter the Animal ID numbers of all animals this treatment is to be copied to or click the Add Animals by Litter option to include all animals in a litter, place a tick against the medication in question and click the Save button to copy. 

You will see a confirmation screen. From here, you will see a summary of the information you are about to copy, with the Animal ID number at the top to confirm which animal you are working with. 

From here you have options to:

Copy any administered so far: Click this text box if you would like to include information that doses have already been administered to match the first animal. 

Edit: This button will open the Medication modal pre-populated with the information from the original pet. You may use this to adjust the amounts dispensed etc. for each individual animal's requirements. 

Copy: This button will copy the original medication settings to the new pet exactly as they appeared. 

Skip This Medication: This button does exactly as it suggests: it skips the medication and moves on to the next pet on the list without marking the skipped file. 

Delete a medication by clicking the down arrow against the Actions button on the left and selecting the option Delete. 

You will be asked to confirm that you wish to delete the task. Click Delete to confirm, or Cancel to return without making changes. Deleting removes all trace of the medication from the animal's file. 

Click the "Show completed tasks" box to delete medications that have been completed (e.g. one-off medications that are complete as soon as they are added).

1.7 Indemnity waivers

An indemnity waiver can be used for health and behavioral reasons. If an animal has an indemnity a pop up notifications will appear on the animals file and upon adoption. You must ensure that all indemnities are signed by the new owner. 

This process updates the Indemnity/ Waiver drop down list and description box located on the Medical Notes page and the Behaviour Assessment page. 

IMPORTANT: Copying and pasting text from a Word document directly into the fields described below will add unwanted characters to the text. We recommend either typing directly into the field, or copying the text you want into a Note page first to clean it of these unwanted characters before pasting into the text fields. 

You require access to the Administration menu to process this function.

1. Click on the Administration link in the Orange Menu on the left hand side of the screen.

2. Click on the Edit Drop Down Lists
To Add an indemnity / waiver:

1. Locate the Indemnities
2. Click on the Add link to add a new indemnity / waiver. This will generate a popup window.

3. Indemnity Group: click on the down arrow to select the area(s) this indemnity / waiver will display.

4. Indemnity: enter the name of the indemnity / waiver.

5. Indemnity Text: enter the actual verbiage for the indemnity / waiver.

6. Click Add Indemnity. The popup window will disappear.

 To Edit an indemnity / waiver:

1.   Locate the Indemnities
2. Click on the Edit link to edit an existing indemnity / waiver. This will generate a popup window.

3. Indemnity: click on the down arrow to select the indemnity / waiver that is to be altered.

4. Indemnity Group: click on the down arrow to change the area(s) this indemnity / waiver will display, if applicable.

5. New Indemnity: enter the new / correct name of the indemnity / waiver, if applicable.

6. New Indemnity Text: edit the actual verbiage for the indemnity / waiver, if applicable.

7. Click Edit Indemnity. The popup window will disappear.
To Delete an indemnity / waiver:

1. Locate the Indemnities
2. Click on the Delete link to delete an existing indemnity / waiver. This will generate a popup window.

3. Indemnity: click on the down arrow to select the indemnity / waiver to be deleted.

4. Click Delete Indemnity. Click   The popup window will disappear.

1.8 What to do if finding an unwell animal
If you see a rescue animal at the shelter that appears unwell, please organize for the transfer of the cat or dog to our veterinary clinic. If a cat has superficial sneezing, please place the cat into our isolation room. Please watch the cat over a period of days and seek medical attention if required.  Our veterinary clinic does not normally prescribed medications for superficial sneezing; though please always contact our veterinary clinic if concerned. 
If a rescue animal is unwell at our veterinary clinic, please alert a veterinarian as soon as possible. 

If the animal required medications please follow the procedures documented in 1.4 of this manual. 

1.9 How to treat animals on medications 
If an animal is placed on medications please follow the instructions given by the treating veterinarian.  When the animal has finished the prescribed medications please contact our veterinary clinic. Do not break the cycle of medicating an animal; this will mean that we have to start the cycle anew. 
1.10 Adoptions Awaiting Pickup/collection 
When an adoption occurs please ensure all relevant questions are asked, fencing, training, commitment to animal, please ensure the adoption contract is explained in detail. The adoption contract must be discussed and explained. The change of ownership form must be sent to the microchipping company and to the municipality of where the animal will be located.  Please ensure all animals have completed their quarantine period before adopting. For animals that are adopted though cannot leave our facility please follow the below instructions 

This procedure applies to persons coming into the shelter to adopt an animal that is not ready in leaving our facility.  The animal’s record will already be in the system but the potential new owner may not be. When the animal is ready in leaving our facility, please change the status to adopted. 
Obtain the Animal ID.

Search for adopting person.

If not found, click on the Create a New Entry link or click on the New Record link in the orange menu to the left of the screen (if available).

Fill in the relevant blanks on the Add New Person Mandatory fields: first name, last name, residential address, mailing address if different than residential,   telephone number, and gender.  Depending on your organisation you may be required to confirm identification and include Date of Birth.

Click Update Details.

On the Edit Person Details page, click on the Scroll To Bottom link in the upper left-hand section of the screen and click on the Adoption link in the Personal Categories

On the Adoption screen, click on the Adopt an Existing Animal

On the Animal Search page enter the Animal ID in the Go To Animal ID Click View.

If required, click on the Adopt link next to the record if the record displayed is correct. Depending on local settings you may go directly to the Animal Details page.

If adopting multiple animals, click on the Adopt Multiple Existing Animals link

On the Adopt Multiple Animals page enter the number of animals that are going to be adopted in the Number of Animals Click Get Animal IDs.

Enter each animal ID in the Animal ID fields that display. Click Next Page.

On the Adoption Details page, you can click Print Adoption Contract so the client can view the contract details either in a pop-up or you can print a hardcopy before completing the adoption if this has been set up for your site.

Complete the following:

Make sure the Issuing Authority is correct

License/Registration Tag number: Enter the license/registration tag number here

License/ Registration Type: Select the type of license/registration type from the drop down to set the fees.

Animal Location Details: This is where the animal resides. If the same as the person adopting, click an option to copy the address from the Person Details Page or manually enter the details if required. 

Microchip information*: If you auto-upload microchip information to a third party site; you can select here if the customer is to be charged individually for the registration of that chip or if they can have it for free.

Click Add Details to close pop up and continue.

Product/Service: Enter the first few letters of the item description then click find.  This will generate a popup window.  Click on the item that you want to add.  This will close the popup window. 

Qty: Enter the amount to be purchased.

Click Add Product. The item will display in white.  Repeat if an additional item is to be purchased.

Click on the Print Form link in the upper right-hand corner of the popup window to print.

Click on the Close Window link in the upper left-hand window of the popup window.

Ask the client what their answer is to the question recorded and click the “yes” or “no” box as appropriate.

Click on the Update button at the bottom of the screen to complete and close the window so you can proceed

This may be a static field if the fee was entered on the Animal Details page.

Alternate Contact Details: Enter the name and contact number for an alternate representative if none are showing in this section. This is for microchip registration requirements.

Spayed/Neutered Certificate: (* This may or may not display in your system.  If it does not skip to the next item.)  Click on the link if required.  This will generate a popup window.

Adoption Fees: If the adoption fee was selected from the drop-down list and it is incorrect, click on the down arrow to select the correct fee.

Status: click on the down arrow and select Adopted- Awaiting Pickup status.

Microchip Details: ensure all microchip details are entered, complete and correct. Rescanning the animal at the time of adoption to double check is recommended.

Ensure all required fields are populated with the accurate information.

Repeat for any subsequent animals if the Adopt Multiple Existing Animals option was used. 

Click Finalize Adoption 
Process through any opt-in options available (e.g. insurance, animal training, third-party partner offers) 

Click Continue to Receipt

The Add Receipt page will display.

Payment Method: Click on the down arrow to select the method of payment. EX: credit card, check, cash, etc.

Complete applicable fields based on the payment method.

Ensure the allocations are correct.

Click Update or Update + Print.

To Finalize Once the animal has been collected:

From the Welcome/Search page, search for the animal's SM number. 

Click the Change Status link beneath the status Adopted - Awaiting Pickup status.

NB: only "Adopted" status are available in this drop-down. If the client changes their mind, you would need to process an Undo Adoption to return the animal to a different in-care status. 

Status Date: Will default to today. 

Click Update Status [to Adopted] to save and finalize the adoption. 
1.11 Adoption Procedure and Adoption Contract 
Please request a copy of the adopter’s license if available, use the data from the license as proof of the adopter. 
Adoption Procedure

21. Obtain the Animal ID.

22. Search for adopting person.

a. If found, skip to step 2.

b. If not found, click on the Create a New Entry link.

c. Fill in the relevant blanks on the Add New Person page. Mandatory fields: first name, last name, residential address, mailing address if different than residential, telephone number, and gender.  Depending on your organization you may be required to confirm identification.

d. Click Update Details.
23. On the Edit Person Details page, click on the Scroll To Bottom link and click on the Adoption link.

24. On the Adoption screen, click on the Adopt an Existing Animal link.

a. On the Animal Search page enter the Animal ID in the Go To Animal ID field.  Click View.

b. Click on the Adopt link next to the record if the record displayed is correct.

25. Complete the following: 

a. Status: click on the down arrow and select an adoption status.

b. Click Finalize Adoption.
26. The Add Receipt page will display.

a. Payment Method: Click on the down arrow to select the method of payment. EX: credit card, check, cash, etc.

b. Complete applicable fields based on the payment method.

c. Ensure the allocations are correct.

d. Click Update + Print.
27. Print a copy of the adoption contract [the adoption contract will print off the vaccination and desexing certificates. Please ensure the adopter signs the contract.

28. Go through the adoption contract very carefully for adopter. 

29.  Print of the CCO – microchip change of ownership form. Ensure the adopter signs the form.

30. Upload the signed contract and CCO to the animals file.

31. Send a copy of the change of ownership to the registered microchipping company and municipality of where the animal will be reside.  
ADOPTION CONTRACT – PLEASE READ CAREFULLY

Thank you for adopting this special animal! We at Pets Haven Foundation are very grateful for your participation in helping an animal in need. By adopting one pet you have made room for us to save another animals life. We cannot thank you enough for choosing to adopt.

The animal you are adopting has been examined by one of our veterinarians. At the time of examination the animal has been deemed as being fit and healthy, although an animal’s health can change over time.

Legally the animals must be released desexed, vaccinated, micro­chipped and having had flea/worming treatment. We do not conduct hip and elbow tests, nor do we conduct blood tests. However, as most of these animals have come from a council death row pound or puppy farm environment, we CANNOT guarantee that some animals are not incubating an illness, are genetically afflicted or may present with behavioural problems which may require veterinary care or further training at some point in the future. We are being as transparent as possible in regards to our adoption procedures and contract. 

VETERINARY COVER

Pets Haven Foundation offers limited health cover for a 7 day period. The coverage commences from the date of adoption. Our coverage includes cat flu, gastroenteritis, kennel cough ect. The condition must be traceable to the point of adoption.  This arrangement will ensure that one of our veterinarians will examine your adopted animal at no charge during the health period. Treatment options will be discussed with you by our veterinarian and you will be required to pay the cost of any medication required. 

Pets Haven would not knowingly adopt out an animal who was un-well, this would not be ethical or make any business sense. Though, animals can become unwell, this is why we have our 7 day health guarantee in place. 

Pets Haven Foundation cannot cover any costs incurred with any other veterinary clinics that you may choose to use. Our veterinary services are provided by contacting us in various ways ~

Pets Haven Veterinary clinic PH 9729 5444 Address 302/304 Canterbury Road Bayswater North Email clinic@petshaven.org.au or via Facebook messaging. You can also contact our shelter on PH 5427 3603 Address 6/130 High Street Woodend Email shelter@petshaven.org.au or via Facebook messaging. We are contactable 7 days per week.

We do not collect unwell animals, they need to be returned to our Veterinary clinic. You must call Pets Haven Foundation so we are aware of your attendance and can prepare.

If you are adopting from Pets Haven or any other shelter, you must use the associated veterinary clinic. In this instance during the health waiver, it is acknowledged that you are adopting this pet knowing that Pets Havens Veterinary clinic is the associated clinic, our clinic is based in Bayswater North. 

If your adopted pet becomes unwell, you need to contact us immediately, not numerous hours later or days later. If you notice your pet is unwell at 9.00am in the morning, but contact us at 8.00pm, numerous critical hours have passed.  We simply ask that you monitor your newly adopted animal and contact us regarding any possible medical issues. Please contact us, we sincerely want to help you.
It really is very important to watch your newly adopted pet closely for any signs of illness. All animals adopted must be eating, drinking, playful, alert etc. Please do not mistake an illness for ‘a stressed or tired animal’. 

Please do not leave your pet not eating or in stressed situations for any periods of time. You must be vigilant and contact Pets Haven if you are concerned in any way. Additionally please also contact Pets Haven if you have any behavioural concerns, noting you have a 7 day window in doing so.

TAKING YOUR NEW PET HOME ~ DOG/PUPPY

In most cases, we will not know too much about your rescue dog’s history. Once you have adopted, over the next few weeks and months, you will discover many things about your new rescue dog – what his/her likes and dislikes are, what he/she thrives on and what he/she fears. You will learn how well you’re dog socialised is, and what his/her level of training is. Please be very patient with your rescue dog and yourself on this journey.

How long does it take for an adopted dog to adjust to a new home?

Some animals seem to adjust immediately to their new home, automatically relaxing into a new environment. However, many adopted animals go through a transition period which may last anywhere from one or two days to a couple of months. During this time, you will need to be patient and act as a responsible new pet owner. Do not place you newly adopted pet in stressful or unknown situations. Your adopted dog is relying on you in providing a safe living environment. 

How do I get my new dog to adjust to a new home?

1.
Get to know the dog on their time. It takes time to earn a dog's trust, and you need to focus on what the dog wants rather than what you think might be best. Please also understand your new puppy or dog might be scared, this process can be very overwhelming. 

2.
Take your new dog for a small walk, though do not let your newly adopted dog come face to face with other dogs, in this exact moment a dog disagreement can occur. Be very vigilant when walking your newly adopted dog. We are often surprised in hearing how people who do not really know their newly adopted dog, place these animals in high risk situations. Take everything slowly with your new adopted dog, never assume. 

3.
When walking dogs, please note that not all dogs like each other. Some dogs do not like other dogs jumping all of them. Some community dogs are not well socialised either. 

4.
Talk in a soft voice and give your dog some time out if you live in a lively household.

5.
Do not stand over your dog or yell at him/her.  

6.
Create a comfortable environment, do not just place your dog outside and think this is suitable. The dog may require reassurance and comfort. 

7.
Use treats and toys to encourage closeness.

8.
Do not over stimulate your new dog by washing him/her. Your newly adopted dog may never have had a bath previously, you could simply be scaring him/her. Please take this new relationship very slowly. 

9.
Never let your newly adopted dog off leash or in contact with other dogs. You must form a bond with your newly adopted dog. 

DOG OFF LEASH PARKS, PLEASE DO NOT DO THIS 

Please ensure you do not over stimulate your newly adopted dog. Your new dog may not know his/her name, so please do not take your newly adopted dog to an off leash dog park or any other off leash areas.  Please wait quite a few months or not at all, many dog incidents do occur when dogs are at off leash parks/areas.   

Please do not walk puppies until one week after their final vaccination. 

Sadly, we have found that no matter what we verbally state to new adoptees, we are often not listened to. By signing this contract you have been made aware that we do not encourage of leash areas and not to introduce you’re newly adopted dog to community dogs [especially allowing them to go up to each other’s faces]. 
Behavioural Training 

Your newly adopted 

Country Pine Kennels and Cattery

Home dog training, the trainers will visit you

Structured training programs

Short stay and boarding facilities 
NEW PET HOME ~ CAT/KITTEN 

This is a very exciting time for you and your family. You bringing home a new furry family member. It is important to not rush the process in order to give your cat time to adjust to her new surroundings and new family members. A little extra TLC during this time will help ensure a smoother transition. 

How long does it take for a cat to get used to a new home?

If no other cats or dogs are present in the household, the adjustment period usually takes one to two weeks, but it can take many months. If you have a home with other cats, it is important to give the new cat a safe haven, an area away from your other pets.

How do you make a rescue cat feel at home?

Please consider providing a small area to call his/her own for the first few days or weeks. A bathroom or a laundry room can work really well. Furnish the room with catamenities, such as food, water and a litter box. We are more than sure that you will want to spend time with your new cat, so please make sure there's a comfortable place for you to sit as well.  

Keeping Cats Inside

Unlike dogs, cats do not need to go outside. Cats are safest, healthiest and live the longest staying indoors. There are many risks to letting your cat outside—exposure to disease and viruses, poisons and toxins, cars, getting lost, and not returning home. You can make your cat happiest living inside by purchasing tall scratching posts, cat trees, balls, catnip toys, and giving them ample play time.

Veterinary Care

Like people, cats can get sick too. It really is important to recognise when your cat is not feeling well or is behaving differently. Your cat or kitten is adopted with a 7 day health guarantee, you must contact Pets Haven should your newly adopted cat require veterinary attention. You are their guardians and need to be willing to get veterinary care as often as needed. It’s important to be aware of the financial responsibility you’re making when you adopt a cat, and be committed to them for the cat’s natural lifetime. 
ADOPTION CENTRES

If you have adopted an animal from one of our adoption partners and if there is an issue with your adopted pet you must contact Pets Haven directly. Our adoption partners provide location sites only, they cannot assist with any post adoption enquiries or issues. 

If you have adopted a cat or kitten from an adoption centre and wish to return the cat or kitten. You must return the cat or kitten to Pets Haven directly, not an adoption centre.

Our adoption centres provide an amazing resource, we cannot thank our adoption centres enough for their support. 

NEW OWNERS

You will be supplied with your new pet’s microchip number, desexing and vaccination certificate. As a new owner you are required to register your new pet with your local council. Your new pet’s feeding, housing and veterinary requirements have been discussed with you prior to signing this agreement. Responsible pet ownership has been discussed and you have been given instructions to seek further advice from Pets Haven Foundation about any possible problems including, though not limited to, veterinary and behavioural issues.

MICROCHIP

Your pet has been microchipped, though you may receive a microchipping transfer fee from the registering microchipping body. You may receive an email, text or telephone call, this normally occurs within 4 to 8 weeks post adoption. The transfer fee ranges from $10.00 to $16.50. The fee depends upon which company the microchip has been registered with. The transfer fee is charged to you from the microchipping company for their data entry services in transferring your new pet into your legal ownership. Unfortunately, Pets Haven has no power in removing this fee as it is not a fee charged from Pets Haven Foundation. We are not seeking payment, this fee has nothing to do with Pets Haven.

Please carefully read this statement.

If the animal dies or is euthanised within 7 days as a result of a disease that is traceable to the point of adoption, Pets Haven Foundation will refund the adoption fee or offer a replacement with the same guarantee. No medical fees or merchandise fees are refunded, just the adoption fee of the animal.

PLEASE CLEARLY NOTE Merchandise and/or other services are also non­refundable.

In good faith we simply ask that you recognize that even though it is highly unlikely, you may incur veterinary costs as part of adopting a rescued animal. You must acknowledge that all animals at Pets Haven Foundation are adopted “AS IS”. To enable us to continue to operate as a rescue shelter, Pets Haven Foundation cannot cover any veterinary costs outside of the health guarantee. We also do not ‘swap animals’.

As a new owner your new pet may require further training or medical requirements, this becomes your complete responsibility. 

Pets Haven Foundation cannot be continually responsible for an animal who has been adopted, there comes a time when you, the new owner needs to accept full responsibility. Animals are not ‘products’ they are living animals, with emotions, they may require further training or may need additional veterinary treatment.

REVIEWS

Not many people realise, how much work and effort is placed into rescuing, rehabilitating, raising and rescuing animals.  Many of our animals are rescued from very rural pounds, just our transporting fees and our petrol expenses are astronomical, and this is not to mention veterinary expenses and business overheads.

Our staff, volunteers and foster caress would love to hear some positive feedback about your newly adopted pet. These stories really make a difference to all that are involved in the rescuing and rehoming process. 

 Your reviews can also help animals who are waiting for new homes. By writing a review on our website or google, the more people who know about our services, the more animal’s lives we can save together.

DONATE

Did you know by adopting one animal you have helped us save a life of another ‘cat or dog’ by simply giving us an extra enclosure space.

Though, we are always in need of financial and corporate assistance. You can help Pets Haven Foundation by donating and by telling everyone about our services.  We also conduct Puppy work placed visits for business and schools. 

Here are the several ways that you can donate ~

PayPal: donations@petshaven.org.au 

Internet banking: You can personally set up weekly, fortnightly, monthly donations via your net banking. 

Pets Haven Fund Account BSB:033 118

Account Number: 373 786

Bpay Biller Code 223164 Reference Number 100016

Cheques, Money Orders & Gift Cards can be made out to Pets Haven and sent via post to: Pets Haven Foundation 302/304 Canterbury Road Bayswater North 3153.

Thank you for opening your homes and hearts by adopting. WEB www.petshaven.org.au

REFUNDS

Pets Haven Foundation understands that sometimes in life things do not work out exactly as planned. Therefore, we offer a 7 day cooling off period for instances where you find that your new adopted pet is not quite right for you and your family. 

You must contact Pets Haven Foundation before returning your adopted pet.

You must not return adopted cats or kittens to adoption centres. They must be returned to Pets Haven, you must contact us prior to returning your pet so we can prepare. 

If you return your animal to the shelter within 7 days of adoption, in the same condition as when adopted, we will refund 75% of the adoption fee. Merchandise and/or other services are not refundable.

If your newly adopted pet becomes unwell and has been provided veterinary treatment by Pets Haven and if you decide that the adopted animal is no longer wanted, a refund will not be provided. ‘Change of Mind’ after providing veterinary care is not refundable.

I have read, understood and agree to the above mentioned conditions and I accept all responsibility and cost for the ongoing well-being and veterinary care of this animal.

Signed: ______________________ Dated ________________________
1.12 Adoption Return Procedure 
If an animal is returned within the guarantee period please ensure that our refund template is completed and signed by the adopter. When an animal is returned you must gather as much information as possible; was the animal returned due to fence jumping, aggression, fearful, can this animal be placed up for adoption again. We cannot place high risk animals into the community; sometimes we cannot see certain behaviors whilst an animal is in our care. 
Adoption Return Procedure

The following process is done via the Edit Animal Details page when an animal that was adopted out is being returned.  Ensure all animal details fields required based on shelter procedure are complete.

IMPORTANT NOTE:  This procedure assumes that the adopter and the animal are both in the Shelter Buddy system.

1. Search for person returning their animal.  

2. On the Edit Person Details page, click on the Scroll To Bottom link and click on the Returns link.

3. On the Animal Returns page click Return Existing Animal.  A list of the animals the person has adopted will appear; click on the Return link next to the appropriate animal.  This will take you to the Edit Animal Details page.

4. Complete the following:

a. Status: the most common statuses used when an animal that was adopted out is returned are Available for Adoption or Awaiting Sort.  Click on the down arrow to select the appropriate status based on the reason why the person is returning the animal to you.

i. Due Out In (days): if the animal’s status is being set to Awaiting Sort and needs to be held for a period of time, enter the number of days that will be required.

b. Date Out / Lost: this field will be populated with the date the animal was adopted.  Click on the Calendar Icon and click Clear Date.
c. Date In Shelter: this field will reflect the date the animal originally came into the shelter.  Click on the Calendar Icon to change the date to the date the animal was returned to your care.

d. Shelter Location: There will already be the location where the animal was prior to adoption in this field.  Click on the down arrow to select the animal’s new location if different.

e. Return Reason: click on the down arrow and select the appropriate reason for the return.

i. Other Return Reason: enter an additional reason here if needed or enter a more specific reason if you cannot locate it on the drop down list in the previous field.  Ex. selecting Kids are not good with the animal from the drop down menu then further adding ‘too rough with the animal’ or ‘Tease the animal’.

f. Return Date: The date will default to today’s date.  Click on the Calendar Icon to select the date the animal was returned if this is incorrect.

g. General Notes: enter “adoption animal returned”, the date, expand on the reason(s) why the person is returning the animal if necessary.

5. Click Update Details.  This takes you to the Add Receipt page.

a. Payment Method: click on the down arrow to select the method of payment.  EX: credit card, check, cash, etc.  If there is not a payment due for a returned animal, select Free Of Charge.
b. Click Update + Print.  Print two copies of the receipt.  Have the owner sign your copy.
1.13 Undo an Adoption 

If the wrong animal is adopted you can reverse the adoption by following the below procedure. 
This process is to undo an adoption.  You must have both the Person ID of the adopting person and the Animal ID of the adopted animal prior to doing this process. 

Only users with Administrative access can process this function.

 

1. Click on the Administration link in the Orange Menu on the left-hand side of the screen.

2. Click on the Adoption Administration link.

3. Click on the Undo an Adoption link.

4. Enter the Person ID of the adopter.

5. Enter the Animal ID of the adopted animal.

6. Place a checkmark in the option that applies in the Status Options box. 
· Use animal’s previous status before adopted? is the most common selection.  If selected the following notice displays: This animal's status will be automatically changed to Available For Adoption if there is no status history for this animal.
· If Manually select animals status. is selected a drop-down field will display.  Change Animal’s Status to: click on the down arrow to select the new status.

7. Remove any attached licenses:  Place a check mark in the box if the animal was issued a license at the time of adoption that is no longer valid upon their return.

8. Click Undo Adoption.    Click OK.  This will then display a notice in orange text indicating the adoption has successfully been undone.  There will also be a reminder notice that the adoption receipt must be removed from the person’s history.

The adoption has been successfully removed.

Please note that this operation deletes Adoption Receipts.
1.14 How to upload photos and documents 

To upload a new photo simply navigate to the file you need and click the Photo/Document Manager link. 

A modal will open that overlays your page with a screen like this:

To upload photos or other items, simply click or tap your mouse cursor into the upload bar it will automatically open your folders for you to select photos from, just as before, except now you can select and upload multiple photos at one time.

Alternately, click to highlight them in your folder (hold Ctrl and click for multiple items) and then drag the selected images onto the Drag file here or click/tap to upload bar until the bar goes green:

Release the cursor and all selected photos will simultaneously upload:

Click the link in the top left that says Images to view the selected image and all other images uploaded:

To amend the default photo, simply select the photo you would like from the right-hand bar by clicking on it, then use the drop down to select the Default  tag:

This will automatically tag this photo as the default photo, and remove 
the default tag on the previous photo. 

To edit a photo use the icons above the photo currently displayed in the centre. Hover  our mouse over each icon to see what it does.  

Select Rotate Left or Rotate Right to correct the orientation of an image or use the crop tool the tighten the image. When selected, the crop tool will notify you cropping is in progress with a red warning message at the top. NOTE: you won't be able to close the modal if you are editing a photo.

As your mouse comes into contact with the selected photo it will change from a pointer to a cross, indicating it is ready to crop. Use the cross to highlight a section of the image you would like to keep:

When you are happy with your selection, click the Save icon next to the Cropping in Progressmessage. To start again, click the little green cross instead. 

To remove a photo at any time, click Delete. If the photo you are removing is the Default, the Default tag will automatically move to the next photo uploaded. 

To scroll through uploaded images, use the up and down arrows at either end of the list display of photos on the right or simply move the scroll bar up and down to see different images:

Additionally, you can sort by the date the image was added or the file name using the drop down directly above to make it easier to locate items. 

Once you are happy with your changes, simply click OK and the modal will close, upload the default photo to the file display (where applicable) and save your changes. 

Uploading other file types works just the same way, provided it is a file type allowed by your site settings.

When uploading non-image files, to the Doc. Library, for example, the resulting documents will be ordered by Type as the default (e.g. PDF, Word, Excel etc.) and by Date Added. However, there is an option to amend the way they are sorted by Name (Title) instead:

To download files from a Document Library (any document library), simply hover your mouse pointer either over the icon for the file until it changes to a download icon and click:
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Hover your mouse pointer over the title of the document until it is underlined and click:

Either of these methods will download the document so it can be opened and viewed. To delete a document, simply click on the red cross icon at the top right of each document icon, then click Delete to confirm or Cancel to return to the document modal. 

All adoption contracts, change of ownership, behavioral tests, photos and external documents should be uploaded to animal’s individual files. 

1.15 Foster Care 
Animals that require foster care for short or long term are added to shelter mate by following the below procedure. 

Foster Animal Procedure

This procedure links an animal in need of foster care to a foster person.  This is to be completed when the foster person obtains the animal from the shelter or clinic. .

 

1. Obtain the Animal ID of the animal that will be going into foster care.

2. Search for the foster carer.

· Searches can be done by the Basic Search field located on the Welcome page, the Advanced Person Search accessed by clicking on the Person Advanced Search link located on the right hand side of the Welcome page, or by utilizing the Available Foster List report (Reports in the orange menu on the left hand side of the screen – Foster – Available Foster List).
3. On the Edit Personal Details page, click on the Scroll To Bottom link in the upper left hand section of the screen and click on the Foster Person link in the Personal Categories
4. On the Foster Carer page click on the Foster An Existing Animal
· On the Animal Search page enter the Animal ID in the Go To Animal ID Click View.

5. Complete the following:

· Status: click on the down arrow and select In Foster, Available for Adoption – In Foster, Awaiting Spay/Neuter - In Foster, Awaiting Vet Approval – In Foster, Bite Quarantine - In Foster, Emergency Evacuation – In Foster, Hold In Foster, Stray – In Foster or Protective Custody In Foster as applicable.

· Shelter Location: click on the down arrow and select In Foster Care.

· Foster Notes: the foster person’s details will default.

6. Click Update Details.
7. Click in the Foster Instructions
· Date In Foster: click on the Calendar Icon to select the date the animal went into foster care.

· Date Due To Return: click on the Calendar Icon to select the date the animal is to be brought back into the shelter.

· Reason For Fostering: click on the down arrow to select the reason the animal has gone into foster care.

· Foster Instructions: enter all care instructions that are to be given to the foster carer.

· Click Update Details.
8. Print two copies of the form.

Don’t forget to:
· Add any applicable notes to the General Animal Notes link in the Animal Menu on the right side of the Edit Animal Details
The following process returns an animal from foster care.

1. Search and access animal’s record via the Welcome page*.

1. *Go To Animal ID: enter the animal ID and click View.  The Edit Animal Details page will display.

2. Status: click on the down arrow and select the appropriate status.  The most common will be Awaiting Vet Exam / Health Check or Awaiting Spay/Neuter.
3. Shelter Location:  Click on the down arrow to select the appropriate location the animal will be placed in within your shelter.

· If known, click on the down arrow and select the kennel number of the kennel the animal will be placed in. If not known, this can be done after the animal has been placed.

· Click Update Details.
1.16 Foster Person set up 

This procedure applies to persons who want to volunteer as a Foster Carer, Person or Parent.

NOTE: this must be completed before the links to foster an animal will show for new foster persons. 
1. Search for Foster person.

· If found, skip to step #2.

· If not found, click on the Create a New Entry link.

· Fill in the relevant blanks on the Add New Person page. Mandatory fields: first name, last name, residential address, mailing address if different than residential,   telephone number, and gender.  Depending on your organisation you may be required to confirm identification and include Date of Birth.

· Click Update Details.
2. On the Edit Person Details page, click on the Scroll To Bottom link in the upper left-hand section of the screen and click on the Foster Person link in the Personal Categories section.

3. On the Foster Person page, click on the Foster Person Details link.

4. Complete the following:

· Preferences: place a check mark next to the types of animals the person is willing to care for.

· Fostering Details: this area helps to identify when a foster parent is primarily available and to assess their background at a glance.  Place a check mark next to all that apply.  (This area is also used to pull the foster carers name off of available lists when they are under quarantine for Parvo, Ringworm, and a general hold.)
· Environment: these fields define the type of environment the person is able to offer.

· Time at home per day: enter the total number of hours the person is home in general per day.

· Pets: identify the types and number of pets the person already has at home, if applicable.

· Children: identify the number and age of children in the home, if applicable.

· Interview Details: enter all applicable details derived from the interview here

· Unable to Foster:  if there is a period of time when the person is unable to faster animals document that here by selecting the start and ending dates using the Calendar Icons of when they are not available.

· Notes: enter all additional information that may be needed.

· Landlord Approval:  click on the down arrow to select if approval is required and has been granted.

· Click Add Details.
5. This will take you to the top of the Edit Foster Details page and four new links display.

1.17 Temperament testing 
All animals should be temperament tested utilizing the below tests. New staff will, regardless of previous experience, be trained by an experienced Pets Haven member. It should be noted that temperament tests are not a full guarantee of an animal’s behavior. 
Animal’s behavior can change over time and environmental factors. If you notice any changes in an animal’s behavior please converse with management. 
INITIAL TEMPERAMENT EVALUATION FORM

Staff Info

Temperament evaluation date:

Primary tester:

Dog Info
SM Number: 




Name:

Breed:

Sex:





Male / Female

Origin:





Stray / Surrender 

1. Sit / Down / Behavior 
Dog knows sit






yes / no

Dog knows down





yes / no

Dog can be lured to sit position?


yes / no

Dog can be lured to down position


yes / no

Dog appears to be friendly 



yes / no

Dog is friendly around people               yes / no

Is the dog hypoactive 




yes / no

Will the dog listen to you 



yes / no




Can the dog walk on a lead                  yes / no

 How did the dog travel                      Good /Bad 

 Did the dog bark the entire trip 


yes / no

 Did the dog try and escape [biting cage] 
yes / no

2. SIGNS OF Anxiety 

Panting              
                         yes / no


Barking/whining
                               yes / no



Chewing on cage                               yes / no

Seems distressed                              yes / no

Did the dog ‘settle’ 
                         yes / no

Did the dog shake
                             yes / no

Does the dog have anxiety 
                    yes / no

NOTES –

3.  Aggression Humans

Tried to bite 






yes / no

Tried to nip




               yes / no







Would not release eye contact
               yes / no             




When being handled gave concern

          yes / no             



Felt uneasy around dog 





yes / no             

Could you fully handle the dog 


     yes / no    

Was the dog fearful                              yes / no

Do you think the dog needs to be monitored       yes / no

Please clearly note we cannot release dogs that show signs of any possible aggression 

NOTES -       

4. Dog to Dog temp test  

Heckles up             
                           yes / no


Barking 
                                          yes / no


Playful 
                                          yes / no

Wagging tail 
                                     yes / no

Eye contact                 
                      yes / no

No Interest 
                                      yes / no


Submissive 
                                       yes / no


Dominant 
                                         yes / no


Appears fine with other dogs                      yes / no


NOTES -  







5.  Aggression towards Dogs 

Tried to attack






yes / no







Heckles up







yes / no













Growled








yes / no

Snarled








yes / no

Eye contact 







yes / no

Licking lips 
                                   yes / no

Wagged tail and licked lips                      yes / no

You felt uneasy with the dog you were testing    yes / no

NOTES

Clinic and Shelter Behavior 

Clinic and shelter behavior must be constantly monitored. Animal’s behaviors can change and need to be constantly monitored.  If there are any concerns they must be relayed immediately.

The dog must settle at the clinic, if a dog does not settle please advise the Procurement Manager. 

Concerns – 

Adoptability

Adoptability at present: high / moderate / low / unadoptable

Candidate for Euthanasia? yes / no

NOTE we do not pass dogs with aggression towards humans or other dogs. We do not pass dogs with anxiety. 

Signed By 



             DATE 

If you notice that an animals behavior changes you must be make notions and communicate with management. 
1.18 Anxiety
Anxiety is the term used for when dogs are disruptive or destructive (cats are seldom afflicted with it). A dog with anxiety might urinate, defecate, bark, howl, chew, dig or try to escape. Or do some or even all of the above. Environmental factors can also be a trigger. If you notice or feel that a dog is has any form of anxiety please contact management. The dog will need to be transferred to our veterinary clinic for observation and adoptability. 
1.19 Barking Dogs
If a dog is constantly barking please let management know, we cannot have barking dogs on site.  If a new temperament test is required, ensure management is aware. 

The noise of our shelter must be kept to a minimum.
Try to find out why the dog is barking, try to fix the problem. If you do not succeed look at requesting foster care or transfer the dog to our veterinary clinic.
Please also be mindful, that some dogs bark due to environmental factors and can be completely fine in a different environment. 
1.20 Emergency Response 
Our shelter dogs should not be in close contact with one another. Whilst dogs are being temperament testing there must be two separate handlers.  Our dogs do not really interact with one or walk together. You must ensure that all dogs have collars on in case of an emergency, you can use the collar as a tool in controlling the dog [though please make sure all dogs that are being walked, wear a check/chocker chains]. If a dog somehow comes into contact with another dog and you cannot separate them you can use a fire extinguisher to separate the dogs, this is an extreme measure and highly unlikely in our environment. Should an incident occur, please ensure veterinary and/or human medical attention is given if required. 
1.21 Temperament of Cats
Any odd behavioral problems of any feline must be reported. All cats made available for adoption must be friendly. Prior to being released to the shelter all cats must be aoorived by our veterinary clinic regarding suitability for adoption. 
Further resources
Walking dog procedure 
Cat virus information kit

Foster care hand book 

Foster care manual

Employee hand book 

OHS Policy and guidelines

1.22 Closing Statement
Please ensure that we comply with relevant codes of practice and ethical standards at all times. Your safety, the community, animals within our care and the community’s will be of paramount importance. 


2 ACKNOWLEDGMENT
I acknowledge that I have received a copy of the Pets Haven Animal Processing Manual, and I do commit to read and follow these policies.

I am aware that if, at any time, I have questions regarding Pets Haven company policies I should direct them to management.

I know that Pets Haven company policies and other related documents do not form a contract of employment and are not a guarantee by Pets Haven of the conditions and benefits that are described within them. Nevertheless, the provisions of such Pets Haven company policies are incorporated into the acknowledgment, and I agree that I shall abide by its provisions.

I also am aware that Pets Haven, at any time, may on reasonable notice, change, add to, or delete from the provisions of the company policies.

________________________________

___________________________

Employee’s Printed Name


Position

________________________________

___________________________

Employee’s Signature



Date
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