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Referenced forms and other documents can be found at http://www.cockerspanielrescue.com/obg/library 
Note: A list of all OBG’s Points of Contact, such as Supplies Coordinator, Medication Coordinator, and Volunteer Coordinator, referred to herein can be found at the end of these Guidelines.

Before You Get Your First Foster Dog

In order to be an approved foster home, the following must be on file with OBG:

· The “Volunteer/Foster Application” must be completed, submitted and approved.  

· A homecheck must be arranged and completed by an OBG volunteer. 

After you have been approved as a foster home:

· You should obtain any supplies that you need such as dog food, leash, collar, bowls, or crate.  OBG can furnish any of the above items if requested by the foster. 

· You should receive by email a copy of the following documents:
· “OBG Foster Guidelines”
· “Approved Vet List”
· “Fostering Cheat Sheet” 

When You First Get Your Foster Dog  

Please make certain that you are given ALL medical records for your foster dog.  If you are picking up a dog at a vet/kennel or from another foster – ASK FOR THEM.  The records should be in the dog’s foster folder.  In particular, please make sure that you have a rabies certificate and shots record for the dog, as the dog needs proof of vaccination before it may attend an adoption show or meet potential adopters.  If there is no foster folder with the dog, notify the Supplies Coordinator (she will get you a foster folder).  You should then review the medical records and make certain that your foster dog has received the following:

· General Physical Exam

· Heartworm/ Lyme / Ehrlichia / Anaplasma Tests (make sure results are noted)

· Rabies Vaccination with copy of Rabies Certificate

· DHLPP (Distemper) Vaccination

· Bordatella Vaccination
· Fecal Exam (make sure results are noted)

· Urinalysis Test (make sure results are noted)
· Senior Blood Work if your foster dog is 8 years or older (make sure results are noted and your foster coordinator is aware if any values are outside of normal range)

· Spay or Neuter

If your foster dog has NOT been sterilized or has not received all of the above tests or vaccinations, please make an appointment with one of the OBG approved vets after talking with your foster coordinator.  A listing of these approved vets will be provided to you.  ***If your foster dog has all vaccinations and tests, but has not been seen by an approved OBG vet, please make an appointment for an examination.***  

You should also receive the following for your foster dog every time you get a new dog (although you should keep the red OBG ID tag, collar and leash when a foster dog is adopted, so you may have these left over from a previous foster dog):

· 
Red OBG ID tag

· 
Dog collar and leash

· 
A foster folder that will hold the dog’s medical records and other information to be passed on to the adopter.  Other information includes articles on dogs and an adoption contract.

· 
Heartworm preventative, such as Heartgard, and flea and tick preventative, such as Frontline or Advantix.

If you do not receive all of these, ask.  If you get your foster dog at a show, the Show Manager should be able to give you the ID tag, foster folder, heartworm preventative and flea and tick preventative.  If you have your foster dog for more than a month, you will need to get a heartworm preventative and flea and tick preventative every month. 

If for any reason your foster dog cannot attend adoption shows and you need a foster folder, ID tag, heartworm preventative or flea and tick preventative, please e-mail the Medication Coordinator, Janet Gill, at janetgill@verizon.net.  She keeps a supply of these items for foster families.

Procedural Information Regarding Vet Visits, Medicals, and Medications

Procedure for Approval of Vet Visits

The following vaccinations and procedures are automatically approved for all foster dogs.  You do not need pre-approval to have these done as long as you are using an OBG approved vet:

· 
General Physical Exam

· 
Heartworm Combo (includes Lyme and Ehrlichia) Test

· 
Rabies Vaccination

· 
DHLPP (Distemper) Vaccination

· 
Bordatella Vaccination

· 
Fecal Exam 

· 
Urinalysis Test

· 
Senior Blood Work if your foster dog is 8 years or older 

· 
Spay/Neuter

All other vet visits must be pre-approved.  You can obtain preapproval by contacting your Foster Coordinator.  

If a medical emergency arises, go to the closest vet as soon as you can and then contact your Foster Coordinator or any other Board Member as quickly as possible. If you are not certain if it is an emergency, feel free to call any Board Member and discuss prior to seeking treatment; however, do not withhold emergency treatment if you cannot reach a Board Member.  You are authorized to spend up to $500 initially to diagnose and stabilize the dog.  Any expenses in excess of $500 must be approved by a Board Member.
If you are unable to take your foster dog to a vet that will bill OBG (for example, if you have to use an emergency vet overnight), one of the following individuals can call in credit card authorization for payment of the emergency bill: Treasurer, MD/DC Foster Coordinator, VA Foster Coordinator, President, or Vice President. 
Medications Prescribed for Your Foster Dog

The Medication Coordinator has a limited supply of medications on hand for OBG foster dogs.  If your dog is on a medication for an extended period of time, please check with them to see if the medication is available before getting the prescription refilled. This saves OBG money.  You are NOT authorized to get Heartworm or Flea and Tick Preventative from a vet (unless the vet has a supply of this medication given to them from OBG for distribution to OBG dogs).

Medical Records
The only medical records OBG has on a dog are those in the foster folder.  Each time you go to the vet, you will need to ask for copies of any medical procedures that were performed.  There should be a copy of all medical records in the foster folder. Adopters will receive the foster folder with the medical records upon adoption. 

The Owner Surrender/Shelter Release Form does NOT go to the adopters.  Please send that form to Sue Cannon (scanned and emailed to sue.cannon21@gmail.com).
Website Procedures

The majority of OBG’s foster dogs get adopted as a result of having their pictures and photos posted on the webpage.  

You have two options for bios.  You can either draft the bio yourself and forward the bio info to doginfo@cockerspanielrescue.com  or you can complete and email the dog info sheet available at http://cockerspanielrescue.com/obg/library and we will put the info together into a bio for the webpage.  Please keep the bio updated!  Send frequent (monthly or more) updates to doginfo@cockerspanielrescue.com.

If you have a digital camera and take photos of your foster dog, please e-mail the photos to the webteam at webpix@cockerspanielrescue.com or obgwebpix@gmail.com, and your photos will be posted.  Pictures should be square and show as much of the dog’s face and body as possible.  Ideally, you should submit 3-5 pictures.  If you do not have a digital camera, your foster dog’s picture will be taken at an adoption show.

PLEASE NOTE:  In many instances we are able to take a foster dog’s pictures when it first comes into rescue and write up preliminary bios.  Often those bios are based on very limited information and should be updated as soon as possible by the foster mom or dad.  If you have a digital camera, you will often be able to get a better photo in the home environment.

You are responsible for answering any e-mail inquiries about your foster dog.  Please do so promptly, preferably within 24 hours of receiving the inquiry.  If you need assistance in determining how to respond properly to an e-mail inquiry, please discuss this with a Board Member, your foster coordinator or an adoption coordinator.
Procedure to be Followed Once You Receive an Application on Your Foster Dog 

At the end of these Guidelines, you will find an outline of the basic Adoption Rules.  There is also an “Adoption Checklist” in the foster folder that should be reviewed as you go through the adoption process (also found at http://cockerspanielrescue.com/obg/library).

Applications are received online.  Your Adoption Coordinator will email you a copy of each application that is submitted on your foster dog, and you will work with your Adoption Coordinator to find a great home for your foster dog.
A homecheck must be done.  Dogs CANNOT leave adoption shows with adopters unless a homecheck has already been done and the prospective adopters approved.  In some cases, we may arrange for the homecheck volunteer to follow the adopter home and do the homecheck that day.  We encourage fosters to do their own homechecks; however, if you are unavailable or do not feel comfortable doing the homecheck, we will arrange for another volunteer to do the homecheck.  If this is your first homecheck, we will discuss the homecheck procedure with you in advance.  The “Homecheck Form” is online (http://cockerspanielrescue.com/obg/library) and should be filled out after completion of the homecheck.

Your input into the adoption process is critical.  If for any reason you do not think the adoption will work, please contact your Adoption Coordinator.  If during the homecheck you are not comfortable with the adoption, do not tell the applicant if the home is approved or not approved, but rather say that the adoption must be approved by a Board Member and the applicant will be notified later if they are approved to adopt.
The foster must have a completed adoption contract (found in the foster folder) and adoption fee (either a check or proof that the adoption fee was paid online) before the foster dog is released to the adoptive family.  Also, be certain that the adopters review the provision in the contract which states that they must take the dog that they are adopting to the vet within one week from the date of adoption and that proof of the first vet visit should be mailed using the envelope in the foster folder addressed to OBG - PO Box 62 Spencerville, MD  20868.

The contract and the adoption check should then be promptly mailed to the Adoption Records Coordinator at her home address (on list below).  Immediately email adoptstatus@cockerspanielrescue.com, to let OBG know that the dog has been adopted.  Include the adopter’s name, address, and date of adoption.

Please follow up with the adopters a few days after they get their dog from you to see if the dog is transitioning well into its new home and to see if the adopters have any questions.  

Adoption Shows

Fosters are asked to attend at least one adoption show a month (preferably two) with their foster dog.   If you are unable to attend a show, we may be able to arrange for someone else to bring your dog.  If your dog has had a recent medical procedure, please use your judgment as to whether it is ready to attend an adoption event. 

Please sign up for adoption shows early during the week of the show.  Reminders appear in the weekly volunteer e-news. Email the Adoption Coordinators (VA - Cindy Readal (readal@gmail.com) and MD – Jen King (jlk6k@hotmail.com) to sign up for a show. 

Always bring your foster dog’s foster folder with you to an adoption show as well as any medications the dog may be on.  We must have proof of rabies and other vaccinations at ALL shows.

 Miscellaneous
Volunteer Page on the Web

Retrieve various forms useful to volunteers, access the dog biography input form, and find other useful information for fosters by going to the volunteer page at www.cockerspanielrescue.com/obg.  This is a wonderful resource and should be bookmarked on all volunteers’ computers.

Grooming

OBG has several volunteers who will groom foster dogs at no cost.  If your foster dog needs to be groomed, please contact your Foster Coordinator and she will attempt to arrange for a volunteer to do the grooming.  OBG will NOT reimburse for professional grooming unless preauthorization for the grooming is received from a Board Member. Find our list of groomers here: http://cockerspanielrescue.com/obg/library 
Expenses

Reimbursable expenses allowed/not allowed:
· Standard Medical Procedures from an Approved OBG Vet according to the medical guidelines above are reimbursable.

· Initial Emergency Vet Care up to $500 according to the medical guidelines above are reimbursable.
· Note: in most cases, a Board Member can have our credit card number called in. Please arrange this whenever possible.

· All other medical expenses, including medications, heartworm and flea preventative, must be preapproved by a Board Member to be reimbursed. Medications, heartworm and flea preventative are normally supplied by OBG to the foster.

· Collars, leashes, bowls, and crates are supplied by OBG - these items are not reimbursed.

· Food expenses must be preapproved by a Board Member.  OBG will provide donated food to fosters when requested.  Food prescribed by an OBG vet is reimbursable.

· Grooming expenses must be preapproved by a Board Member.  OBG has volunteers who groom and they must be used as a first option.

· Postage is reimbursable only for volunteers who have responsibilities that require frequent mailing or to volunteers who incur postage expense for significant mailing projects such as the newsletter or the President’s Letter.  

· Gas/Mileage is not reimbursable unless the OBG transport was 300+ miles roundtrip (adding up mileage from multiple trips is not reimbursable).  OBG will reimburse at a rate of $0.14 per mile for the 300+ mile transports.  Otherwise, mileage is deductible on your tax return.

· Any other expenses must be preapproved by a Board Member. 

To File a Reimbursement or Donations Claim:  You can retrieve the “Volunteer Expense Reimbursement Claim Report” form from the web address at the beginning of this document.  If you incur any reimbursable expenses, please complete this form and mail it with the original receipts/invoices to the Treasurer (address on list below).  You should submit this promptly.  All requests must be received by March 31st of the following year in order to qualify for payment. OBG will not reimburse claims filed after March 31st for the preceding year. 

If you do not want reimbursement or have expenses that do not qualify for reimbursement, you should keep your original receipts.  You may complete the “Volunteer Charitable Contribution Claim” form and mail it in although this is not necessary. If you do so, you will receive a letter thanking you for your efforts, but this letter will not reflect any dollar amounts, and cannot be used for income tax purposes.  However, the letter can serve as a convenient method of keeping track of your unreimbursed expenses for your files. OBG is a non-profit, tax exempt, 501(c)(3) corporation and, as such, these donated expenses are tax deductible as allowed by law.

Communication

Communications from OBG will be through e-mail, so please check your e-mail regularly and respond promptly.  

Responding promptly is extremely important, especially when dealing with potential adopters.  Delays in email responses cast a negative image on OBG as well as resulting in the possible loss of an adoption and must be avoided.
Vacations

If you will be out of town or otherwise unable to foster for any period of time, please let your Foster Coordinator know as soon as you can so alternative care can be arranged for your foster dog.  You may also arrange for an approved vacation foster to take in your foster dog without going through your Foster Coordinator, but you must let your Foster Coordinator know who has your dog while you are away.
  Contact Information

President – Teresa Butler
tabutler2@gmail.com
703-622-4639 (c); 202-274-2454 (w)
Vice President – Cindy Readal 
readal@gmail.com
757-469-7800 (c)

Treasurer – Jim Mich (emergencies, credit card)
Expense reports mailed to:
OBG - PO Box 62

Spencerville, MD 20868
jamesemich@aol.com
301-654-3603 (h); 301-922-3642 (c)

Board Members (emergencies, credit card): Board@cockerspanielrescue.com
· Beth Bauer: BethBauer@gmail.com
             703-867-3973 (c)

· Laurie Brill: laurielvt@gmail.com

571-235-4308 (c)
· Teresa Butler: tabutler2@gmail.com

703-622-4639 (c); 202-274-2454 (w)
· Sue Cannon: sue.cannon21@gmail.com 

301-520-8507(c)

· Cheryl Haralson: cokenuts@comcast.net

410-997-2283 (h); 410-707-3042 (c)

· Arline Kerrigan: akerrigan@gmail.com

703-820-5147 (h); 703-401-5991 (c)
· Kit Norland: kitnorland@yahoo.com

703-533-7951 (h); 571-243-8368

· Cindy Readal: readal@gmail.com

757-469-7800 (c)
· Bob Swensen: bswensen@totaltechmd.com

443-695-1860 (c)

Adoption Counseling – for people interested in adopting a dog but are not sure which one. 
adoptinquiry@cockerspanielrescue.com
Adoption Coordinators:

MD/DC – Jen King: jlk6k@hotmail.com
301-656-3129 (h)

VA – Cindy Readal: readal@gmail.com
757-469-7800 (c)
Adoption Records: Mail contracts & checks to:

Donna Keffer

11341 Bishop’s Gate Lane, Laurel, MD  20723

Jim.keffer@comcast.net
301-604-4113 

Foster Coordinators:

MD/DC – Marilyn Kessinger
marilyn38858@comcast.net 

301-421-4436 (h); 240-475-0263 (c)


VA – Cindy Readal

readal@gmail.com
757-469-7800 (c)
Medication/Supplies Coordinator – Janet Gill
1903 N. Key Boulevard #543

Arlington, VA  22201

703-525-5278 (h) ; 202-745-8000 x.6973 (w) ; 571-451-6529 (c)
janetgill@verizon.net 

Volunteer Coordinator (send volunteer applications & foster info sheet to) – Sue Cannon
sue.cannon21@gmail.com
301-520-8507 (c)

Web Pictures:

webpix@cockerspanielrescue.com
Other Website Requests:

webteam@cockerspanielrescue.com
Email Dog Bio Updates:
doginfo@cockerspanielrescue.com
Fundraising Ideas: fundraising@cockerspanielrescue.com
  Outline of Basic Adoption Rules

· The adoption fee for all dogs is $350.00 for the first dog and $250.00 for a second dog adopted within three months from the date of the first dog’s adoption.

· OBG does not adopt dogs to homes with children under 8 years old.  Special exceptions to families with younger children may be granted, but only in limited circumstances.  Exceptions are based in part on the temperament of the dog and the dog’s prior experience with young children as well as the potential adopters’ experience with dogs.  Exceptions to this policy must have approval from the Board of Directors.

· OBG adopts to people in the mid-Atlantic region.  Special exceptions may be made to adopters outside of the mid-Atlantic region provided that OBG is able to locate someone to do a homecheck and provided that the adopter agrees to the following two conditions:

(1) The adopter must agree to drive to wherever the dog is fostered to meet the dog and to transport the dog back to the adopter’s home.  Under no circumstances does OBG ship dogs to adopters, and

(2) The adopter must agree to drive the dog back to the OBG foster home or OBG kennel if the adoption does not work out.  OBG will not be responsible for providing transportation for the dog to be returned to OBG; the adopter is contractually obligated to return the dog to OBG.

· All applicants must have an OBG approved homecheck before a dog can be placed in its new home.  Homechecks are good for one year.

· OBG does not require that all adopters have a fenced in yard; however, OBG reserves the right to require a fenced in yard for specific dogs in our care.  OBG does not prohibit the use of invisible fences provided that the adopter agrees only to use the invisible fence when the dog is supervised.  Under no circumstances will OBG permit a dog to be adopted to a home that uses an invisible fence in conjunction with a doggy door.

· OBG will consider adopters who live in apartments, condos, townhomes and single family homes, but reserves the right to require a certain type of home for a specific dog.

· All other dogs in an adopter's home must be sterilized (spayed or neutered).

· Adopters must provide their own leash, collar and ID tag when picking up the dog.  The leash cannot be an expandable leash.

· A dog will not be placed into an adoptive home without an approved adoption application, approved homecheck, signed adoption contract and a check for the adoption fee.  All four pages of the adoption contract must be completed.  If the dog has never shown aggression, it should be noted on the last page of the adoption contract that no aggression has been observed.  Specific instances of aggression must be noted.
· The dog’s medical records will be furnished to an adopter at the time of the adoption.  

· Donna Keffer is the volunteer currently processing OBG adoption paperwork.  Her address is 11341 Bishop’s Gate Lane, Laurel, MD  20723.  Adoption applications, homechecks, contracts and checks should be mailed to her promptly upon receipt and an e-mail should be sent to adoptstatus@cockerspanielrescue.com notifying of the adoption. Please include the adopter’s name and address.

· From time to time, a dog will have pre-existing medical conditions for which OBG will agree to pay after the adoption.  In those cases, the following language should be written on the adoption contract before the adopter signs the contract:

OBG has agreed to pay for ___________ (name of dog) to receive veterinary care to ______________________ (describe treatment) provided this procedure is done at a vet specified by OBG.  If the adopter chooses to use his/her own vet to have this procedure done, OBG will reimburse the adopter a maximum of $_____ towards the cost of this service.  If the service exceeds this amount, the adopter is liable for the additional cost.

Maximum amounts for reimbursement after adoption
Spay - $250.00

Neuter - $200.00

Cherry eye surgery - $500.00 per eye

Heartworm treatment - $700.00

 

Please contact a Board member to see if OBG will agree to pay for any additional medical procedures for a dog who is being considered for adoption.  The Board will then determine the amount to be reimbursed before the dog is adopted.

  Foster Parents Who Wish to Adopt Their Foster Dog(s)

The following is the policy for foster parents who wish to adopt their foster dog(s):

· A Board Member must approve the adoption.

· The dog will not be considered “adopted” until the contract has been submitted along with payment of the adoption fee.

· The foster must submit the contract and adoption fee to OBG within two weeks from the time the foster notifies a Board Member of the decision to adopt his/her foster dog.

· Once OBG has represented to potential adopters that they are getting the dog, upon an approved homecheck, the foster family can no longer decide to adopt their dog.

· OBG’s adoption counselors will receive and respond to inquiries on said foster dog until OBG receives an adoption contract and check from the foster.  That means if there is a good potential adopter for a dog and the two weeks has lapsed, OBG reserves the right to place that dog in another forever home.
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