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CONNECTICUT HUMANE SOCIETY
VIDEOGRAPHY GUIDELINES
1. Purpose and Type of Videos You Should Take
The primary objective of the pet video is to show off the pet’s personality and interest potential adopters in an animal. Videos will be posted to the pet’s adoption profile on the CHS website.
Put your feet in the shoes of the public. If you were an adopter, what would make you want to come to CHS to meet an animal?
· Focus on the best traits of the animal. Do they know any obedience commands? If so, have a staff member or volunteer demonstrate their knowledge.


· Do they love to cuddle? If so, take footage of the animal snuggling with a staff member or volunteer.


·  Are they playful? Do they know agility, play a great game of fetch, love chasing a laser pointer or feather wand or have the ability to catch a Frisbee mid-air? Show off their athleticism!


· If they are good with other dogs, have a staff member conduct a “doggy playgroup” so you can film them playing together. Some dogs like to play rough, so be certain the play behavior is endearing and doesn’t make the dogs look like they are fighting or being a bully.
· Emphasize the animal as he or she really looks. Do not use color filters, special effects or unusual angles or lighting. 
· Ideally there should be a mix of shots including close-ups, full-body to show size, play shots, cuddle shots, etc.  
· Some dogs that are very friendly with people and other animals don’t look friendly or have a bad reputation. Pit bull terriers and some other breeds often fit into this category. In the case of these animals try to show the dog interacting positively with people or other animals. It is also great to get footage of them playing, being silly, and “smiling.”
2. Identifying Animals to Focus 
Before your shift, visit cthumane.org and check the “Adopt” page for the CHS adoption center closest to you. 

Create a list (names and ID numbers) of available animals who need videos. 
If you have a lengthy list, focus on harder-to-adopt animals first (older animals, pit bulls, animals with medical issues) and save the puppies and kittens for last if there’s time. Often puppies and kittens will be adopted before you can get a video of them uploaded to the website. 
If a staff member asks you to focus on a particular animal, edit and upload those videos first.
3. General Process for Taking Videos:
· Cats: 

You may take videos of the available cats either inside or outside their cages. 
If the cat is inside their cage, the door should be open; there shouldn’t be bars or Plexiglas between the cat and the camera. This is the easiest approach for taking videos quickly and without assistance, but the videos of them out of the cage tend to be more engaging.
If you wish to take videos of the cats outside their cages (or if the cat is unwilling to remain inside the cage once you open the door), and if you haven’t been trained in cat handling, ask a cat cuddling volunteer or staff member to help you. The assistant will be helpful in holding or playing with the cats while you film. Please do not attempt to remove or return a cat to its cage if you haven’t had the cat safety training. 
Make sure you are complying with current policies regarding the order in which cats can be handled. This is to prevent the spread of disease in the shelter. Always handle healthy kittens first, then healthy adult cats, then cats recovering from being sick.
· Small Animals:
Please ask a staff member for help in taking videos of the small animals. A staff person can move the animal to an adoption room if one is available.

· Dogs:

Film dogs during dog-walking hours. Dog walkers will be happy to stop and let you take video footage. A video with a staff member showing off a dog’s obedience skills or a volunteer playing fetch with a dog is much more appealing than just the pet on their own.

Dogs are best filmed outdoors if weather permits. They can be filmed on leash or loose in the fenced-in play area. You may also film them in an adoption room if one is available.
Please note that color codes are used to indicate which volunteers can handle which dogs. Volunteer dog walkers have name badges that indicate the highest level of dog they are cleared to walk. 

Color Codes:

Yellow dogs can be handled by all trained dog walkers.

Purple dogs can be handled by dog walkers and trainers with purple clearance.

Orange dogs can only be handled by advance dog trainers.
Green is used for puppies who are too young to be walked outside. They must be filmed indoors. You can videotape them in an adoption room if one is available. Remember: only focus on young animals if all other pets have videos. Usually puppies and kittens do not need extra help in finding a home!

Staff Only signs are for dogs with medical or behavioral issues. Have a staff member assist you if you would like to film one of these animals.
Videos with People
If you would like to have a staff member or volunteer in your video, always ask permission. If they are ok with being filmed they must complete an appearance agreement. You will be given these at your training to carry with you. If someone has previously signed the agreement, they do not need to sign a new one. Signed agreements should be given to your volunteer coordinator at the end of your shift. 

If a staff member or volunteer is helping to handle the animal for you but does not want to appear in the video, it is ok to include body shots but you must edit out any face shots.

For safety reasons we should not encourage people to put their face close to a pet’s face. Please do not include any shots of this nature in the videos.
Keep Track of Which Video Goes with Which Animal 
As you’re filming, you’ll need to keep track of which one goes with which animal. Write down a list as you move from one animal to the next or film the animal’s paperwork immediately before or after getting footage of the animal. 
How to Process and Upload Videos
Editing: 

Edit videos at home using your video editing software. Create a short clip featuring your best shots. Before you start editing, make sure the animal is still at CHS by checking the PetPoint online software. Sometimes they get adopted before you start editing.
Here are some tips when editing videos

· Completed videos should be short- 30 seconds to one minute in length. 
· Include a fun title at the beginning of the video, such as “Winnie is Looking for the Purr-fect Home!”  The title should include their name, but feel free to get creative.
· You may use captions but it isn’t necessary. Humor is always a good way to go!
· Edit out anything that could be perceived negatively, such as a dog defecating or urinating, a shot with a dirty litter box in the background, an animal play-biting a person, an animal jumping on someone or showing other bad manners, or animals who are playing roughly with each other.

· Include a “Credit” at the end of the video that says: 

“[Pet Name] is available at the Connecticut Humane Society 
[701 Russell Road, Newington] or
[169 Old Colchester Road, Waterford] or
[455 Post Road East, Westport]
1-800-452-0114

· Mute any background sound in the video.

· Add in music. Try to fit the music to the footage. A video of a pet running around and playing should have an upbeat tempo, and a video of a pet cuddling or being a couch potato should have a slow tempo. 
· Music MUST NOT be copyrighted. If your video editing software comes with uncopyrighted samples, it is ok to use that music. YouTube has a large library of uncopyrighted music you can use. If you use music that was not pulled from the YouTube library, you must give the artist credit.
Uploading Videos to the Connecticut Humane Society’s Website;
Once editing is complete, upload your edited videos to PetPoint (CHS’s online database). PetPoint connects directly to the CHS website, so all videos for available animals will appear on their adoption profile once uploaded.
All videos should be edited and uploaded the same day they are filmed so that other volunteers and staff do not duplicate your work.
To upload videos to PetPoint:

· First, you must upload them to the CHS YouTube account. Go to youtube.com .
· Log in to YouTube with the username info@cthumane.org.

· The YouTube password is _________________________
· Click Upload at the top and select to the videos you wish to upload.

· Once uploaded, you can go to the Video Manager tab at the top of the screen to add in music from the YouTube library or put in captions. To do this, select the video you would like to edit then click the icon at the bottom of the video to navigate between music, captions, etc.
· From the Video Manager screen, click the “Info and Settings” link at the top of the page, (or the pencil icon below the video). Add a title for your video and a short description of the video. The description is a great place for you to link to cthumane.org/adopt . 

· YouTube may recommend that they stabilize a video that is shaky. Select this option if it is offered.

· Once your video is uploaded to YouTube, copy the html address.  
· Open a new tab in your browser then go to the PetPoint log in page. When accessing PetPoint, do not use Internet Explorer as your search engine. Instead, use Firefox, Chrome, or another search engine. Internet Explorer is not compatible with PetPoint and using it to upload videos can cause problems with our data.
Log in as follows:

Shelter ID: USCT05
User Name: _______________________________
Password: ________________________________
· On the Search Page, enter the animal’s name and click “Find”.
· A box will appear with every animal that has that name.
· Click the link for the animal you’re searching for. A page will open that contains their basic information, description and photographs. Do not make any changes in any information on this page including the “Petango Memo”. If you see a mistake in any information on this page, please let your volunteer coordinator know.

If you do not find the animal in PetPoint, move on to the next animal. The animal you filmed earlier that day may have been adopted.
· Go to the bottom of the screen to the “Animal Video” section and click “add video.”

· Paste the html address from YouTube then hit “submit”.

· Once all of your videos have been posted to PetPoint, go to the Available Pets page at cthumane.org/adopt. Scroll through to make sure all of the videos you have uploaded are showing up on the website and that the right video has been posted for the right pet. Videos may take 5-10 minutes to appear on the website.
· Once you are done uploading your videos, e-mail your volunteer coordinator to report which videos you’ve uploaded and how many hours you spent editing and uploading from home. Selected videos may be posted to the CHS Facebook account for additional advertising.

·  You may also share your videos on your social media sites, directing your friends and family to cthumane.org/adopt . Only share a video if the pet is currently available for adoption. 
Remember: Volunteer videographers should not interact hands-on with the pets unless you have gone through a hands-on safety training. Volunteers may request a hands-on training after six volunteer shifts. 

Please remember to wear your volunteer uniform shirt and name badge and sign in and out for shifts. Hours worked from home editing and uploading videos should be reported to your volunteer coordinator.
Thank you for helping the shelter pets put their best paw forward! Your videos really do help the pets to get adopted quickly. 
