NERR&R 

“Apps 101”

Thank you for your help in finding great homes for our

deserving Rotties!

This outline is designed to give you an understanding of how an adoption application is processed, as well as provide guidelines so that you can easily process apps.  Please read this note in full, look over all of the forms and familiarize yourself with them.  Contact the apps team if you have any questions.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

It all starts with the dogs.  You probably know that we pull dogs from shelters, but we also get some abuse cases.  No matter where they come from, all dogs go though an extensive temperament evaluation before coming into our program, and males over 12 months must have 2 evaluations before coming into the program.  After passing the temperament test the dogs go into foster care for a minimum of 2 weeks.  As soon as the dog comes in it gets its entire medical needs taken care of:  Spay/neuter, HW test and vacs.  Any litters we may have are not made public until they go onto the web page.

The adoption process begins with an application being filled out on-line, snail-mailed in, or taken from a Rottweiler Day.  (If you get an application from a Rottweiler Day, or one is mailed to you, please fill it in on-line.)  All applications are logged in to the main applications log and files are made for each applicant.  Every application gets a confirmation note stating we have their application and asks for any missing info.  The application is then posted to the apps list.  As soon as a volunteer signs up to take an application it is forwarded to them.  Once the volunteer receives the application, he/she should let the apps coordinator for that area know that they received the app and are starting it.  All completed forms should be emailed to the area coordinators.  This enables us to easily forward information to foster homes, persons doing the home check, or anyone who may need information on this applicant.  

What you will need to start

1. The application

2. Landlord or Parent OK form (if applicable)

3. Vet check form

4. Initial Interview form

5. Reference check form

6. Home check Form

Making calls on behalf of NERR&R

You are representing NERR&R when you do these calls so please remember to always be polite and professional.  Identify yourself as a volunteer with NERR&R and give your name.

Introduction example: 

a.  Hello this is (your name).  I am a volunteer with North East Rottweiler Rescue and I will be handling your adoption application.

b.  Hello this is (Your Name).  I am a North East Rottweiler Rescue volunteer.  Jane Doe has listed you as one of her references on her application to adopt from us.  Do you have 5 mins to answer some questions?

Step 1: Landlord References
(If applicant rents or lives with parents)

If the applicant rents, call the landlord and confirm that the applicant is allowed to keep a Rottweiler on the property and that there are no insurance issues.  Ask the questions on the form and fill it in.

If they live with their parents, make sure that this is a family decision to adopt a dog and, again, make sure there are no Insurance problems.

If applicant is not allowed to have a Rottweiler, please note this on the form and email it in to the appropriate apps coordinators for your area.

Step 2: Vet Check 

Vet checks are dialed direct (not collect). 

Ask all questions on the form.  Write detailed answers.  

If the applicant’s pet (cat or dog) died, please get the information regarding vaccines, heartworm, last visit, etc, anyway.

You can tell the vet that we require that all of the applicant's pets must be spayed/neutered & that pets must be up-to-date on vaccinations, HW checked, and on preventative before we will place a dog with them.

Email the completed form to the appropriate Adoptions Coordinator for your area.

Step 3: Initial Interview

Look at the application and note/highlight any missing information.

This phone call may be done collect.  We recommend you send an email to set up a time and date for this call.

Ask if they are still interested in adopting.

If they are not, void the application and notify the area coordinator.

If they are still interested, ask all of the questions on the Initial Interview Form.  There should be no blanks at all.  If they do not have a pet now just change the wording a bit (i.e.: where does your dog spend its time…. change to where WILL your dog spend its time).  

This interview is a basic discussion about their interest in Rottweilers, and tries to get general information about their family and home environment and what type of dog would best suit them.  

*Please fill in all answers as detailed as possible.  Also feel free to ask additional questions that you feel are appropriate.

After you have spoken to the applicant, email the filled-out Interview Form to your area coordinator.  Note on the form whether you feel they are suitable or not suitable adopters and explain why or why not.  If you do not hear back from us and there were no red flags, continue with the process.  If there ARE red flags, make sure you bring them to our attention under the comments section.

Step 4: Informational email is sent by Adoptions Coord

Step 5: Reference checks

Unless otherwise directed, only 2 reference checks need to be done.  Reference checks are dialed direct (not collect). 

Personal references should be people who have been to the home, know the pets, and how they do/would treat them.  

Add any questions that you feel are pertinent to the adoption.  

Email the completed forms to the appropriate Adoptions Coordinator for your area.

What if I can’t get a hold of the refs?

If you cannot reach a reference after 3 attempts, use the third reference listed on the application, or call the applicant and have them give you a new reference, or have them get the listed reference to call you.  You can tell the applicant that inability to reach a reference holds up the process.

*These reference calls are VERY important so please make your Comments as detailed and complete as possible.  We are looking for comments that may contradict what the applicant has already told us, or indicate that the applicant should not get a dog from NERR&R.

Step 6: Home check
The home check is one of the most important parts of the process!!  The person doing the home check is going into the applicant’s home and meeting the family and pets on their home turf.  You may be the only person who will see where our dog might be living.  Please take this important job very seriously!!  You are representing NERR and must wear your ID Badge.  You should also bring a rottie with you!   If you are doing the home check and you did not do the application, we will send you a copy of the application and the Initial Interview Form.

The Home Check is our last line of defense.  
Familiarize yourself with the information from the Initial Interview Form and with the Home Check form.

Call the applicant to schedule the home check at a time when everyone is home.  You may use e-mail for the initial contact, but it is best to call and speak to the applicant to confirm.

Daytime or daylight is preferable, because you can get a better look at the outside grounds and the surrounding neighborhood.  If evenings are all that is available, however, it is acceptable.

We ask that all family members and pets are present for the home check.  If they have a nanny, housekeeper, or anyone else who will be home with the dog when they are not home, that person should be there as well.

It is imperative that you bring a dog with you.  It can be your own dog, a dog that they are interested in that is close by, or a dog you are fostering for NERR.  (If your dog eats cats and they have 5 felines….don’t bring that dog!)  Due to liability issues, please do not bring foster dogs from other rescues with you on any NERR&R home check.

You may also want to bring a list of our dogs.  Ask if they have received the Ed pack (emailed to them in Step 4) and if they have any questions.  During the home check, you will be verifying information from the Initial Interview as well as completing the Home Check form.  Again, we ask that you be as thorough as possible.

If there are mistakes on the Initial Interview Form, please note them in the comment section of the home Check Form and send the completed Home Check Form to the appropriate Adoptions Coordinator for your area.

                                ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Things to remember

· Send regular updates to the Adoptions Team so that we can keep the app log current.  (Many applicants often call or email us to find out how their application is going.)

· All forms should be sent to us by e-mail as soon as they are done. 

· We ask that applications be processed within two weeks, if possible.  Applicants are looking for new family members and can be very impatient.  If we take too long they will find a dog elsewhere.  Our whole application process from the time they send it in to the time the home check is done should take no more than 3 weeks.  Processing in a timely manner is very important!!

· If you have any questions about absolutely anything, please feel free to contact us.  We promise we do not bite!

· If you decide, at any time, that this is not the type of work you would like to be doing, let us know right away.  It isn't for everyone, and there are plenty of other jobs that you can do for NERR&R.

· As of now, paperwork should be emailed in the following manner:

· App forms for all applications should be emailed to Christina Dupuis onebigassdog7@myfairpoint.net 
· App forms for RI should be cc’d to:
Deb Tomaskovic rottmom1@cox.net
· App forms for CT should be cc’d to:  Fern Golensky  fgolensky@comcast.net
· App forms for ME/MA should be cc’d to:  Dawn Mulcahey  Dawn101393@aol.com  

· App forms for NH/VT should be cc’d to:  Kristen Hurley  kristen.hurley@yahoo.com 
· Phone calls made on behalf of NERR&R (vet, reference, landlord checks, etc) may be submitted to NERR&R for reimbursement.  Our only request is that you wait until you have about $20 of calls to submit so that our treasurer does not have to write a lot of little checks.  The Expense form can be found on the volunteer page at http://www.rottrescue.org/volunteer/vol_index.html.

Contact Information

Christina Dupuis
Adoptions Coordinator

Richmond, ME 
207-841-0269
onebigassdog7@myfairpoint.net 
Fern Golensky 
Assistant Adoptions Coordinator for CT
Fairfield, CT
fgolensky@comcast.net 
Dawn Mulcahey

Assistant Adoptions Coordinator for ME, MA
Hallowell, ME
Dawn101393@aol.com
Kristen Hurley

Assistant Adoptions Coordinator for NH, VT

Strafford, NH

Kristen.Hurley@yahoo.com 
Deb Tomaskovic

Assistant Adoptions Coordinator for RI
Portsmouth, RI

Rottmom1@cox.net
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