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The Spay Memphis Board of Directors and Staff sincerely thank you!
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Spay Memphis General Information

Legal Name:
Animal Protection Association, Inc. d.b.a. Spay Memphis

Mission
To reduce pet overpopulation through high-quality, affordable spay and neuter surgeries.

Vision
Memphis will be the leader in animal welfare and the ideal pet-friendly community where euthanasia is not necessary because there is a loving and responsible home for every pet.

Values

· Spay Memphis believes that the quality of life of humans is furthered through pets.
· Spay Memphis values the life of pets and enables humans to be responsible pet owners.
· Spay Memphis is committed to saving the lives of pets and reducing suffering.
· As a nonprofit organization, Spay Memphis values transparency, accountability, stewardship of resources, continuous learning, efficiency and commitment to make a difference.

Contact Information

Location: 
Spay Memphis
3787 Summer Avenue
Memphis, TN 38122

Phone: 901-324-3202
Fax: 901-324-3969
info@spaymemphis.org
www.spaymemphis.org

Executive Director: Brittany Pace
bpace@spaymemphis.org or 901-324-3202 ext. 101

Clinic Manager: Alyssa Aldridge
aaldridge@spaymemphis.org or 901-324-3202 ext. 102

facebook.com/spaymemphis17
twitter.com/spaymemphis


Clinic Volunteer Dos and Don’ts

1. You must be 18 years of age to volunteer in the clinic. You do not have to be 18 to volunteer for administrative/office tasks or special events.

2. Closed-toe shoes are required for clinic volunteers. Recommend crocs, sneakers, or rubber-sole shoes.

3. NEVER ENTER THE SURGERY ROOM UNLESS YOU ASK. 

4. NEVER try to catch or handle an animal that is getting away. YOU MAY BE BITTEN. Let go of the animal and let the staff catch it with the appropriate safety equipment.

5. If you need help or have any questions, ask! Staff is happy to help. 

6. Dress appropriately. Wear clothes that you do not mind getting dirty. Jeans and t-shirts or scrubs are acceptable. 

7. Never give medical advice to a client unless relaying information on written discharge instructions. If you do not know the answer, please refer them to a vet assistant.

8. Volunteers should sign up for work and carry through with their committed time. If you are not able to fulfill your commitment, notify staff or find another volunteer to replace you. Each hour you work is money we are able to put towards helping more pets.

9. Do not open the front or back door, when someone knocks, unless you check the monitor and recognize who it is.

10. Do not leave valuables in your car. Spay Memphis is not responsible for lost, stolen, or damaged property in the parking lot.

11. Please keep you cell phone on silent or vibrate. If you must take a call, please go outside or into the back area away from the work room.

12. Please sign in and out every time you are here. Tracking hours is very important. 

13. Do NOT interact with feral cats or feral cat cages. Feral cats are wild animals and must only be handled by trained vet assistants. 

14. Spay Memphis does not allow Court-Appointed Community Service applicants to volunteer in the clinic.




Volunteer Job Descriptions

If you see anything that you think is an emergency situation, 
notify a vet assistant immediately!

Set-Up/Clean-Up

Clean Cat Carriers: Once all the animals are checked in and the surgery processes have begun, the cat carriers need to be cleaned so that the cat has a clean area to recover and go home in.

Floors: During the morning check-in process, some puppies /dogs get a little excited coming into the workup area. Please be observant. If you see something on the floor that could cause someone to slip, please make sure to use floor cleaner to clean it up as soon as possible. 

Parking Lot Clean-Up: It is important that our parking lot has a nice appearance for our clients. Options include picking up trash, pulling weeds, and grooming shrubs. 

Sterilizing Surgery Instrument Packs: Once the surgical instruments are cleaned, they are placed in surgery packs. Each pack includes a specific set of instruments and is wrapped in an exact way. Once wrapped, they are then sterilized in the autoclave. 

Newspapers: There is always a need for unfolded newspapers in the clinic. The clinic uses the paper to line the patient cages so the animals do not have to sit on a cold metal cage, and clean up is easier. 

Stocking Recovery Kits: The vet assistant requires a full recovery kit when they are recovering a pet from surgery. This task involves stocking the kits with all the items needed to recover our patients. There are several of these kits located in the clinic, and each recovery kit should always contain an adequate supply of every item needed. 

Cleaning Surgical Instruments: This task involves specific training in the multi-step process for cleaning the surgical instruments in preparation for wrapping and autoclave sterilization. The large number of surgeries performed every day requires many prepared surgical packs to make sure that we always have clean and sterile instruments ready. Training will be performed by a vet assistant before a volunteer attempts this procedure. 

Laundry: There is always a need for laundry to be done. As our patients require many different types of blankets and towels, there is an ongoing need for laundry to be done every day. Our washer and dryers are going all day every day to make sure that we have fresh blankets and towels for our patients. 

Preparing Syringes/Microchips: This task involves replenishing new syringes and prepping microchips in the appropriate boxes in the surgery work area. 

Intubation Tube Cleaning: Once the animal recovers, the intubation tubes need to be cleaned. This task involves specific training by a vet assistant. 

Close of Day Cleaning Tasks: At the end of the day when our patients have left to go home, the following duties are performed in order to be ready for the next day surgery:
· Clean cages
· Take out trash and replace trash bags
· Sweep and mop floor

Office/Administrative

Morning Check-In: This task involves assisting the clinic staff in the morning by greeting the clients, locating the charts and paperwork for the clients, providing pens to the clients, and labeling cat carriers once the cats are brought into the clinic. You may answer general questions about the clinic, but NEVER provide medical advice to the clients. You may advise the clients that one of the vet assistants who will be doing the final check-in will be able to answer those questions. 

Greeters: Greeters are needed to answer the door and welcome clients into our facility during the day. At busy times, greeters are needed to instruct clients to be patient, and answer questions regarding the check-in and check-out process.

Check-Out: Volunteers can alert the staff of which client is here to pick up, and have the client sign-out on the discharge form. 

Clinic Assistance/Animal Recovery

Animal Recovery: Post-surgery recovery requires training for the following procedures:
· Provide Karo syrup
· Apply topical flea treatment
· Extubate (dogs only)

Patient Cage Recovery Preparation: Each post-surgery patient requires a set of items that are needed upon coming out of recovery. If you have these items ready and in the cages for the vet assistants, you make the recovery process easier for staff and the patients. 



Fundraising/Events

Thank You Notes: Each donation that we received is followed up with a Thank You note. Thank you notes vary depending on type of donation. Direct all questions to the Executive Director.

Data Entry: Various information is needed in digital form, such as sign-in sheets, client email addresses and in-kind donation records. It is a great help to have a volunteer to take the time to log information that can then be entered into our databases. Direct all questions to the Executive Director.

Event Planning/Volunteering: Spay Memphis hosts a number of fundraising events throughout the year. Each of these events requires a planning committee who plans the details of the events and completes certain tasks to ensure the event is a success. Events need volunteers for tasks such as promotions, sign-in, clean-up and decorating. Contact the Executive Director to learn more about ways you can help at our fun events.

Community Outreach

Pet Festivals/Community Events: Spay Memphis frequently sets up a booth at weekend and evening events. Volunteers are needed to distribute information and serve as a representative at these events.

Low-Cost/Grant Promotion: To get the word out about our low prices and/or grant opportunities, volunteers are needed to distribute information in neighborhoods around the city. Sometimes tasks involve hanging information door-to-door, and sometimes events are thrown to build awareness about Spay Memphis activities. 


Pet Handling Policy

1. During check-in of pets, only staff members and trained volunteers are permitted to take dogs from their owners and lead them to the back for weighing and cage assignment. Only staff members are permitted to unpack cats, weigh the cats, place them in their assigned cages, and perform the required examinations during this process.  
2. If a dog comes in without a leash, a leash will be given to the owner immediately.  Leashes will be kept in the lobby for such situations.
3. If a cat comes in without a carrier, a box will be provided immediately. If a box is not accessible, a staff member will instruct the owner to immediately bring the cat to the cat room and place it in its assigned cage.  
4. Owners or staff will NEVER open cat carriers in the lobby.
5. Feral cats will NEVER be transferred from carriers to traps (or vice versa) anywhere on the property.
6. Office staff and volunteers will carry secure carriers containing pets to the back after they have been labeled properly and have the accompanying cage card.
7. Feral cat cages will be covered as soon as possible to minimize stress on the cats.  If needed, a sheet will be placed over the humane trap and sent home at pick-up time with the transporter at no charge.  
8. If a domestic cat is crouching in the back of its assigned cage or if the cat is hissing, the cage will be covered with newspaper or a towel to reduce stress. Likewise, a dog's cage will be covered if it appears distressed or scared. Clothes pins or clips will not be used, as these items can get dislodged and injure the pet or may be eaten by the pet. The patient chart will be hung outside where it can be seen.  
9. Upon discharge, only one cat is allowed per carrier. If a client cannot afford a carrier, one will be provided at no charge.
10. Upon discharge, every dog must leave on a leash. If a client does not provide a leash, a nylon rope leash will be provided at no charge.  
11. Throughout the day, the pets’ cages will be entered only by the staff and volunteers specifically trained to perform any task that necessitates opening the cage and interacting with the pet. If an untrained volunteer notices a pet’s cage is soiled or the pet is in need of any assistance, the volunteer must alert one of the veterinary assistants or trained volunteers. Each time a cage is closed, the latch must be checked to make sure the cage is securely closed and the latch is engaged properly.
12. A feral cat will NEVER be removed from its trap after surgery unless the cat requires medical attention per the veterinarian or a veterinary assistant. Only medical staff will remove an alert feral cat from its trap if attention is needed. 
13. Pets who have displayed fearful/aggressive tendencies must have their cage cards marked; their medical charts and recovery sheets must also be clearly marked.  These pets, while awake, must never be handled by volunteers.  
14. Upon discharge, only medical staff will provide final examination, pack cats in carriers, and lead dogs out to owners.  

Volunteer Corrective Action and Dismissal Policy

Corrective Action 
Corrective action may be taken if the volunteer’s work is unsatisfactory. Corrective action is within the discretion of the Clinic Manager and/or Executive Director and may include one or more of the following: 
· Additional supervision 
· Reassignment to another volunteer position
· Retraining
· Dismissal from the program 

Volunteer Dismissal 
Volunteers who do not adhere to the policies and procedures of the program or who fail to satisfactorily perform their volunteer assignment are subject to dismissal. Dismissal is within the discretion of the Clinic Manager and/or Executive Director.
 
Grounds for dismissal may include, but are not limited to: 
· Violation of program policies and procedures 
· Gross misconduct or insubordination 
· Being under the influence of alcohol or drugs while performing volunteer duties 
· Theft of property or misuse of program equipment or materials 
· Mistreatment or inappropriate conduct toward pets, clients, staff, or other volunteers 
· Failure to complete required initial or ongoing training 
· Breach of confidentiality 
· Failure to satisfactorily perform assigned duties 
· Conflict of interest which cannot be resolved 
· Falsification of application materials or misrepresentation of facts during the screening process 

The Spay Memphis volunteer shall be provided with a confidential memo identifying the reason(s) for the dismissal. 
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