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Southern States Mastiff Rescue
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STATE COORDINATOR
Handbook

As most of the information in the Field Volunteer handbook is applicable and self explanatory only a brief description of activities specific to the State Coordinator (SC) will be covered in this section.

SSMR RESCUE— only animals deemed adoptable should be accepted into SSMR rescue.
RESCUE ACTIVITIES—the SC will coordinate and authorize rescue activities with the Field Volunteers (FV) in the state they are responsible for or any state they are covering.  Trustee approval must be sought for unusual health conditions requiring more than $300.00 in expenses for an individual animal and for euthanasia.
RELEASE—SSMR must have a signed release on every dog placed in the SSMR Rescue system.  This is the only form that deviates from standard practice and is explained in detail in the Field Volunteer Handbook under the section for Animal Forms.  Either the SC or the Field Volunteer should provide the signed release to the database within 24 hours of accepting the animal via electronic means or fax.  Fax is 770-592-7363.  The original signed release should go to the SC who will forward the original to the permanent animal file when adoption or other disposition occurs.  
ANIMAL FORMS—all forms other than the release should be collected by the SC and kept as part of the dogs file until adoption, euthanasia and/or other disposition of the animal.  The permanent dog file including all original paperwork should then be sent to permanent storage, as of now to Jennifer Bowers, Icon Engineering, Inc.  1355 Green Drive Canton Georgia 30114.  The SC should retain copies of any part of the file they choose.

ACCOUNTING—the Field Volunteers and the SC’s should have all expenses recorded on a check request form along with the original or electronic receipts as detailed in the Field Volunteer Handbook. The check request form and receipts should be sent to the SC via electronic, fax or USPS.  The SC must approve all expenses prior to reimbursement by the Treasurer. The SC may in their sole discretion allow the Treasurer to pay check requests that are received direct from a volunteer as long as the amount does not require Trustee action.  The Treasurer will provide to the SC, copies via electronic, fax or USPS which are received direct from a volunteer.   The SC and Field Volunteer should keep copies of any correspondence they deem necessary.  These check requests and receipts must arrive at the Treasurer within ninety (90) days of the expense or adoption whichever occurs first.
ANIMAL TRACKING INFORMATION—the animal information from all forms should be sent to the database as soon as possible.  This information may be sent via electronic means, fax or USPS whatever is easiest for the SC and/or volunteer.  The SC should make a policy of how this information will be transmitted to the database and notify the field volunteers of how they should transmit the information.   The database needs this information as it occurs not after the fact.  Any animal movement should immediately be transmitted to the database.  Please notify the database when adoptive homes or foster care homes are approved so they may be included in the reports.  The database receives copies of any online forms completed and in that instance the last name and either a yes or no for approval is sufficient.  Any form completed in the field should be sent to the database by any of the approved methods.
MONEY—all money collected either as adoption fees or owner surrender donation should go directly to the Treasurer with the SSMR ID # placed somewhere on the cashier’s check, PayPal or money order.  The volunteer should provide the SC with a copy of the cashier’s check or money order.

COVERAGE—if the SC is unavailable a plan should be developed as to whom the Field Volunteer should contact in your absence.  The field volunteers should be made aware of who their alternative contact is and how best to contact them.  

WEBSITE—the website will automatically notify you of any new potential adoptive home forms, volunteer forms or foster care forms that are completed online.  

SUMMARY—the State Coordinator along with the volunteers operating in that state should be self sufficient except in extreme circumstances.  The ability to have pre approved adoptive homes and foster care homes in all states contained in a centralized database will hopefully allow SSMR to move animals quickly from rescue to permanent homes.  Timely receipt of the animal information and approved sites will assist everyone by reducing paperwork and ultimately successfully placing the Mastiff.  The information can be transmitted in any method that is preferred by the SC.  Updates to an animals profile can be as simple as a quick note on email, a phone call or by physically faxing the forms.  Make information transfer as easy on yourselves and the volunteers as possible.  
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