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OVERVIEW 

BACKGROUND1 
 
The mission of Jefferson Protection & Animal Welfare Services (JPAWS) is to improve the community 
through compassion by saving and protecting animals, providing care and treatment through education, 
advocating for their welfare, and enhancing the human-animal bond.  JPAWS operates door-to-door 
services on the east bank and has a physical location on the west bank at 2701 Lapalco Boulevard at Peters 
Road in Harvey.  The Lapalco center was newly constructed and opened in 2017.  JPAWS previously 
operated a physical center on the east bank; however, it was placed out of service after damages 
sustained from Hurricane Ida.  On January 4, 2023, the Jefferson Parish Council adopted a resolution 
authorizing an estimated $15.6 million to design and construct a new center on the east bank of Jefferson 
Parish.  As of the timing of this report, the new east bank center is in the pre-design stage. 
 
JPAWS provides services such as animal holds for owners who have lost their pets and wish to reclaim 
them, adoptions for homeless animals, and quarantine of dogs and cats that have bitten others.  JPAWS 
also investigates complaints of cruelty or neglect of animals, accepts all stray animals turned over to them 
found in Jefferson Parish, and accepts owner surrenders ("owned" pets).  JPAWS strives to be more than 
a housing center for animals; rather, they endeavor to be a resource center for the pet-loving community.   

According to the 2023 adopted budget, sources of revenue for the Animal Shelter are as follows: 

Revenue Source Ref. Amount Pct. 
Property Tax A $5,524,927 88.6% 
Charges for Services B 409,000 6.6% 
Intergovernmental C 149,325 2.4% 
Other Revenues D 149,058 2.4% 

TOTAL  $6,233,310 100.0% 
 
A:  Tax revenue is 64% of a special property tax levy for health services (Health Unit Millage) to 
provide for the care of animals received each year at the two shelter facilities. 
B:  Charges for services include fees for adoptions, redemptions, rabies programs, and other pet 
licensing activities. 
C:  Intergovernmental revenue includes state revenue sharing distributed by the Jefferson Parish 
Sherriff’s office. 
D:  Other revenues include fines & forfeitures, interest income, and miscellaneous income. 

The Jefferson Protection & Welfare Services is led by Director Ms. Michelle Brignac, who was appointed 
to the role on August 3, 2019.  The department’s mission is largely achieved through a forty (40) position 
staff, including the director (See Attachment A).   As of the writing of this report, the department is fully 
staffed except for three (3) positions.  The department utilizes the Parish’s financial management system 
(AS/400) to manage and track financial data. In addition, they utilize a software named PetPoint to 
maintain operational data for the animals, such as intake, pet care, outcomes, and adoptions. 

                                                           
1 Background verbiage was excerpted and paraphrased from the Jefferson Parish website, department page for 
Jefferson Protection & Animal Welfare Services. 
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OBJECTIVES 
The objectives of this engagement were to determine that standard operating policies and procedures 
are in place and to evaluate the quality and comprehensiveness of such. 

SCOPE 
The scope of this engagement included all current policies and procedures in effect during the fiscal year 
2022 through the time of this engagement. 

PROCEDURES 

Internal Audit utilized the following basic procedures in analyzing the data. 
a) Interviewed key personnel from Jefferson Protection & Animal Welfare Services. Other individuals 

were contacted as necessary. 
b) Obtained all current policies and procedures in place. 
c) Reviewed department staffing and applicable budgets. 
d) Retrieved current and historical financial data from the AS/400 Financial Management System.  
e) Reviewed ordinance changes affecting rates or operations since January 2019. 
f) Toured the Lapalco center location. 
g) Placed an anonymous phone call to the Lapalco center to obtain information about operating 

hours and rates. 
h) Researched applicable best practices related to policies and procedures. 
i) Performed other procedures deemed necessary to satisfy the objectives of this engagement. 
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BEST PRACTICES FOR POLICY WRITING 

CRITERIA 

Written policies and procedures should be formalized and organized in a fashion that is logical and 
provides a clear understanding of what should be done, how it should be done, who should do it, and 
when it should be done.  Such formalized, written policies and procedures will establish controls that can 
deter theft and other losses, ensure that employees are consistent in handling transactions, help to cross-
train staff, and hold staff accountable for their actions.   

FINDING 

1) Policies and procedures in place do not follow a logical flow and do not consistently embrace best 
practices. 

OBSERVATIONS         

Internal Audit requested all policies, procedures, and standard operating procedures from Jefferson 
Protection & Animal Welfare Services that were in effect in 2022 through the current day.   The following 
documents were provided. 

Policy or Procedure Name2 Type Adoption Date 
Manual of Standard Operating Procedures (SOPs) Operations 10/01/2019 
Departmental Attendance Policy - Memo Administrative 07/16/2022 
Dress Code Policy - Memo Administrative Not Stated 
Internal Control Procedures Financial 12/31/2022 
Key PetPoint Procedures Operations Not Stated 

 
Internal Audit observed the following regarding the policies and procedures in place: 

A. The procedure numbers within the SOPs are inconsistent in format and missing for some sections.  
Section numbers are formatted as XXX-XX, while others are XXXX-XX.  For example, the first 
procedure is numbered “000-01,” while the last is numbered “0000-41.”  Additionally, Internal 
Audit could not locate all procedure numbers within the series of 1 through 41.  Numbers 11, 16, 
17, 19, 20, 25, and 29 appear missing or not clearly labeled. 

B. The SOPs do not contain page numbers, which are helpful when referring to specific verbiage 
within a document.  Additionally, the SOPs need to be logically paginated or separated by each 
procedure.  Proper pagination can ease the reader’s navigation of the document.   

C. The SOPs do not contain a definitions or acronyms section.  While definitions and acronyms may 
seem obvious to those involved in day-to-day operations, they are helpful to include as a training 
tool for those unfamiliar with industry terms and acronyms.  A few examples are listed below. 

1) Polydactly – more than the usual number of toes (consider using a simpler term) 
2) ACCEL – cleaning solution/disinfectant 
3) The American Society for the Prevention of Cruelty to Animals (ASPCA) 
4) Certified Animal Euthanasia Technician (CAET) 
5) Pet Point (PP) 

 

                                                           
2 See Attachments B through F. 
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D. The document does not contain a table of contents that can be used for assistance in locating a 
specific topic. Internal Audit will refer to Jefferson Parish’s Administrative Management Policies 
for guidance.  An excerpt of the table of contents is shown below to illustrate how topics are 
arranged.  
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E. Policies and procedures do not indicate if they have superseded a previous version, show a history 
of updates, or state when they were last revised.  Such information is helpful for someone to keep 
abreast of specific changes.  A good example can be seen in Jefferson Parish’s own Administrative 
Management Policies.  (See excerpts below.) 

 

 
 
 
 
 
 
 

 
 
 
 
 
 

F. Where possible, replace words that need to be defined with “Plain English” words.  For example, 
consider using words like “cranky” or “unruly” instead of “fractious.” 

G. The standard operating procedures (SOPs) in effect as of the time of this report contain sections 
numbered from 1 to 41.  Some sections appear to be closely related.    

H. Along with the SOPs, Jefferson Protection & Animal Welfare Services (JPAWS) provided four other 
policy or procedure documents that are in a memo or letter form.  JPAWS should consider 
incorporating them into the main SOPs to ensure employees keep sight of them. (See 
Attachments C through F.) 

I. Policies could be arranged logically by responsibility or area (Administrative Policies, Kennel 
Duties, Front Desk, Animal Care, etc.) or categorized in a table of contents. (See page 5.) 

J. Overall, the SOPs contain mostly procedures and sometimes policy statements.  Other policies 
exist separately, such as an Attendance Policy and a Dress Code Policy. (See Attachments C and 
D.) 

Policies are the big, overarching tenets of your organization. They set direction, guide, and influence 
decision-making. Policies guide the day-to-day actions and strategies but allow for flexibility – the big 
keyword for policies is “guiding.” They establish a framework of management philosophies, aims, and 
objectives. Procedures have a narrow focus; they describe, step by step, what actions to take in 
specific instances. Procedures have a beginning and an end and should be strictly followed to achieve 
the desired outcome. The cyclical nature and uniformity of a procedure are vitally important for 
training new employees, compliance, process improvement, and auditing.3 

  

                                                           
3 Compliance Bridge – https://compliancebridge.com/policy-vs-procedures 
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Internal Audit suggests that all policies and procedures be combined into one manual and that policy 
statements and procedures be incorporated into the manual.   As referenced earlier in this report, policies 
could be arranged logically by responsibility or area (Administrative Policies, Kennel Duties, Front Desk, 
Animal Care, etc.) or categorized in a table of contents. 

Written policies and procedures should be organized in a fashion that is logical, easy to follow, and 
provides a clear understanding of what should be done, how it should be done, who should do it, and 
when it should be done.  Policies and procedures will establish controls that can deter theft and other 
losses, ensure that employees are consistent in handling transactions, help to cross-train staff and hold 
staff accountable for their actions. 
 
Internal Audit provided Jefferson Protection & Animal Welfare Services (JPAWS) with a Microsoft Word 
document of the SOPs that include comments in the margin.  This document can be used as a reference 
tool to implement the recommendation shown below. However, the ultimate responsibility of the SOPs 
remains with JPAWS. 

RECOMMENDATION 
 
1. Internal Audit recommends Jefferson Protection & Animal Welfare Services review their full set of 

policies and procedures, ensure they are comprehensive, and consolidate them into one policies and 
procedures document for all operational components (Clinic, Front Desk, Kennel, etc.). In addition, 
the document should embrace best practices and include elements such as: 
 

a) Effective Date and Date of Last Revision or Review 
b) A Table of Contents and Page Numbers 
c) Definitions and Acronyms 
d) Authoritative Sources 
e) Plain English Language 
f) Both Policy statements and 

Procedures, as necessary 
g) Relevant Appendices, as necessary 
h) Listing of Revisions 

 
The Jefferson Parish Human Resource Management 
Administrative Management Policies can be used as 
a guide for Best Practices.   
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COMMON JPAWS PRACTICES 

CRITERIA 

Organizational policies and procedures and operational practices should be the same. 

FINDING 

2) Policies and procedures do not consistently reflect actual practices. 

OBSERVATIONS         

Internal Audit reviewed the Standard Operating Procedures (SOPs) in place and compared verbiage to the 
day-to-day functions of Jefferson Protection & Animal Welfare Services (JPAWS).  In other words, do the 
policies and procedures reflect what is happening in reality?  If not, what must be changed: the policy, 
procedures, or practice?  Comments are provided next; however, this is not an exhaustive list.  More 
details were provided to the Director via an annotated version of the Standard Operating Procedures 
document. 

A. The SOPs contain a cover letter to staff that suggests that each staff member has a personal 
(printed) copy of the document.  However, in reality, this is not the intent.  The document is 
maintained in print in key locations and electronically.   

B. The SOPs refer to a regular “department staff meeting.”  According to the director and assistant 
director, such meetings are called “10 am Tailgates.”  This is good information to include in the 
SOPs. However, while these informal team meetings occur, there is no formalized internal training 
program for topics included in the policies and procedures. 

C. The SOPs refer to an assignment board called “Information Central.”  When touring the Lapalco 
center, Internal Audit identified the board; however, it is not obvious to someone (i.e., a new 
employee or volunteer) unfamiliar with the center. Therefore, Internal Audit suggests signage be 
posted to identify it clearly. 

D. While touring the Lapalco center, Internal Audit also observed that room names or placards often 
needed to match the purpose of the area. This would make it challenging for new employees or 
volunteers to become oriented or navigate the center. Internal Audit suggests that placards, even 
temporary laminated signs, be placed to appropriately identify areas such as intake, adoption, 
stray hold, isolation, storage, cat, dog, etc. 

Policies and procedures need to be written with the practicality of implementation in mind.  The SOPs and 
actual practices of the team members should be consistent.  Periodic, formalized training can grow team 
members’ knowledge base and help ensure that policies and procedures are being carried out as designed. 

RECOMMENDATION 

2) Internal Audit recommends that policy and procedure verbiage and operational practices be 
reconciled, and correct signage and appropriate visual tools be utilized throughout the center.  
Additionally, formalized training should be instituted to ensure policies and procedures are carried 
out as designed. 
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CURRENT JEFFERSON PARISH ORDINANCES 

CRITERIA 

Policies and procedures should be regularly reviewed and revised to consider new parish ordinances, 
regulations, standards, technology, and structural changes. 

FINDING 

3) Regular review and updates to the policies and procedures are not apparent or documented as to the 
effective date. 

OBSERVATIONS         

The Standard Operating Procedures  (SOPs) have an effective date of October 1, 2019, stated throughout.  
Director, Michelle Brignac, took the leadership role in August of 2019, drafted the SOPs, and placed them 
into effect.  Internal Audit requested any Jefferson Parish Ordinance changes affecting rates or operations 
since January 2019.  The following three Ordinances were identified and provided by Ms. Brignac. 

Ordinance No. Adoption Date Brief Description 

26192 April 28, 2021 Name change to Jefferson Protection and Animal Welfare 
Services (JPAWS). 

26237 June 30, 2021 Changes to fees charged. 

26562 January 18, 2023 Authorizes and approves a Loan Agreement for the new East 
Bank center. 

 
Comments regarding the ordinances relative to the SOPs are as follows: 

A. The Jefferson Protection and Animal Welfare Services (JPAWS) name was officially adopted via 
Ordinance No. 26192 on April 28, 2021.  The SOPs indicate an effective date of October 1, 2019. 
However, the new name adopted later is included throughout the SOPs and on the cover page. 
The cover page also includes an updated logo, as called for in the Jefferson Parish “Style Guide,” 
updated in October 2020. Therefore, it appears that elements of the SOPs were updated without 
the effective date being changed. 

B. A process for making changes to the SOPs is documented on the third page; however, there needs 
to be an apparent process for a regular review of the SOPs. In addition, there was no signature 
page to help manage notifications of revisions and signify that team members have read and 
understood any revisions. 

C. Internal Audit compared the fees stated in the SOPs and on the JPAWS website to those stated in 
Ordinance No. 26237, dated June 30, 2021.  The fees were in agreement. 

D. Jefferson Parish Ordinance No. 26562, adopted on January 18, 2023, authorizes and approves the 
execution of a loan with the Louisiana Local Government Environmental Facilities and Community 
Development Authority (LCDA) for the new East Bank center.  The ordinance currently has no 
bearing on the SOPs except to note that the former east bank center is not in service as of the 
timing of this report. 

RECOMMENDATION 

3) Internal Audit recommends that the Jefferson Protection and Animal Welfare Services designate a 
policy reviewer and that policies and procedures are reviewed and updated at least annually.  A 
signature page should also be instituted to verify that team members have received, read, and 
understand any revisions.  
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SUGGESTED POLICY INCLUSIONS 

CRITERIA 

Policies and procedures should be comprehensive to reflect all operational areas. 
 
FINDING 

4) The Standard Operating Procedures Manual needs procedural enhancements. 

OBSERVATIONS         

The Standard Operating Procedures (SOPs) contain a section named and numbered “Shelter Operations 
0000-.”  The section contains procedures on entering Daily Cash Receipts into the Parish’s financial 
management system (AS/400), how to attach documents in the AS/400, how to process and receive a 
supply order, etc.  (See Attachment B.) 

Jefferson Protection and Animal Welfare Services (JPAWS) has a separate Internal Control Procedures 
document created as part of the external audit.  This document contains a policy statement: “Cash is no 
longer accepted at JPAWS.”  The document also referred to data entry into the PetPoint system; however, 
no such procedures are included in the SOPs or the Internal Control Procedures document. (See 
Attachment E.) 

A “Key PetPoint Procedures” document exists, titled by Internal Audit.  Such document includes data input 
procedures for the Intake of Animals, New Licensing Procedures, and Returning to Owner procedures.  
One of the tenured clerks created this procedures document for the day-to-day reference of newer clerks 
as a training tool. (See Attachment F.) 

Internal Audit report 2019-008, Animal Shelter – Follow Up, was released on December 17, 2019.  The 
report was a follow-up to Internal Audit 2017-004, Animal Shelter Inventory and Collections, and 
addresses an internal control issue regarding reconciling revenue-generating inventory movement to 
revenue collected.  The current Internal Control Procedures specify that the Counter Clerk accepts 
payment and enters the data into the AS/400 and the PetPoint System.  A different clerk, the Account 
Clerk II, “makes sure the totals of checks balance, and that the credit card printout and the report match.“   
The same person collects funds and enters the information into the systems; an opportunity exists for the 
employee to waive fees without authorization.  There would be no record of the waived fees in the AS/400 
or PetPoint; therefore, the missing fee collection would not be detected.  A procedure should be added 
for the Account Clerk III to generate a report from PetPoint that shows adoption, rabies shots 
administered, etc. (any activity that generates revenue).  This report should be used to develop the 
expectation of how much was collected the previous day; that is to say, it should be used to reconcile 
funds deposited to this expected amount. 

Additionally, Internal Audit did not note 
a policy regarding any fee waivers and 
an approval process.   

 

RECOMMENDATION 

4) Internal Audit recommends enhancing the daily receipts reconciliation process to include an 
expectation of revenue collections and any policy and procedures for fee waivers.  

Revenue 
Generating 
Inventory 

Log

Revenue 
Log

Funds 
Receivied 

& 
Deposited
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WEBSITE REVIEW 

CRITERIA 

The website should accurately convey organizational information. 

FINDING 

5) The Jefferson Protection and Animal Welfare Services website is not congruent in all cases with the 
Standard Operating Procedures manual and with practices conveyed via telephone interaction. 

OBSERVATIONS         

Internal Audit compared verbiage posted on the Jefferson Protection and Animal Welfare Services 
(JPAWS) website with verbiage included in the Standard Operating Procedures (SOPs) and actual 
practices.  On April 19, 2023, Internal Audit called the Lapalco center and anonymously obtained 
information regarding standard operating hours.  Adoption, rabies, and business hours vary across the 
SOPs, the JPAWS website, and those communicated verbally via telephone. 

Type Days SOPs (000-01) Website Verbal 

Business Mon to Fri 
Sat 
Sun 

9 am to 5 pm 
10 am to 4 pm 
None stated 

9 am to 5 pm 
11 am to 4 pm  
By appointment 

9 am to 4:30 pm 
9 am to 4 pm 
None stated 

Adoption Mon to Fri 
Sat 
Sun 

11 am to 4 pm 
11 am to 3 pm 
By appointment 

12 pm to 4 pm 
12 pm to 3 pm 
None stated 

9 am to 4:30 pm 
9 am to 4 pm 
None stated 

Rabies Tue only Tue for Westbank 
Wed for Eastbank 
No hours stated 

10 am  
    to 11:30 am 

10:30 am  
    to 12:30 pm 

The only difference found relates to hours of operation. In addition, Internal Audit noted that the JPAWS 
website was revamped during the audit.  The new website design is well laid out and easy to navigate.  An 
excerpt is shown below. 

RECOMMENDATION 

5) Internal Audit recommends that standard operating hours be consistently and accurately conveyed 
via operating policies and procedures, on the Jefferson Protection and Animal Welfare Services 
website, and through telephone communications. 
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RECAP OF RECOMMENDATIONS  

 
# 

 
Pg 

 
Recommendation 

 
Amount 

 
Impact  

 
1 7 Internal Audit recommends that Jefferson Protection & Animal 

Welfare Services review their full set of policies and procedures, 
ensure they are comprehensive, and consolidate them into one 
policies and procedures document for all operational 
components (Clinic, Front Desk, Kennel, etc.).  The document 
should embrace best practices and include elements such as: 

a) Effective Date and Date of Last Revision or Review 
b) A Table of Contents and Page Numbers 
c) Definitions and Acronyms 
d) Authoritative Sources 
e) Plain English Policies 
f) Both Policy statements and Procedures, as necessary 
g) Relevant Appendices, as necessary 
h) Listing of Revisions 

 

$6.2 
million 

Dollars 
At Risk 

2 8 Internal Audit recommends that policy and procedure verbiage 
and operational practices be reconciled and correct signage and 
appropriate visual tools be utilized throughout the center.  
Additionally, formalized training should be instituted to ensure 
policies and procedures are carried out as designed. 
 

Included 
above 

Management 
Tool 

 

3 9 Internal Audit recommends that the Jefferson Protection and 
Animal Welfare Services designate a policy reviewer and that 
policies and procedures are reviewed and updated at least 
annually.  A signature page should also be instituted to verify 
that team members have received, read, and understand any 
revisions. 

Included 
above 

 

Management 
Tool 

 
4 

 
10 

Internal Audit recommends enhancing the daily receipts 
reconciliation process to include an expectation of revenue 
collections and any policy and procedures for fee waivers. 

Included 
above 

Management 
Tool 

 
5 

 
11 

Internal Audit recommends that standard operating hours be 
consistently and accurately conveyed via operating policies and 
procedures, on the Jefferson Protection and Animal Welfare 
Services website, and through telephone communications. 
 

Included 
above 

Management 
Tool 

  DOLLARS AT RISK $6.2 
million 
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SUMMARY  

The Jefferson Protection and Animal Welfare Services (JPAWS) has a Standard Operating Procedures 
(SOPs) document in place that includes areas of operation such as operating hours, animal intake, 
adoptions, return to owners, rehabilitation, veterinary care,  financial transactions, and cleanliness of the 
center(s).  Based on the effective date stated throughout the document, October 1, 2019, it is apparent 
that this is one of the initial undertakings of the current director, who was appointed on August 3, 2019.  
The document contains a wealth of information, and Internal Audit commends the JPAWS Director for 
placing it into service from the onset of her leadership.   

Four of the recommendations in this report address best practice items to improve flow, clarify the 
document, add consistency between policy, procedures, and practices, and ensure that updates are 
regularly considered and reflected.  One of the recommendations calls for enhancing policies and 
procedures related to processing the collection of receipts.   

Jefferson Parish has “Administrative Management Policies,4” which can be used as a reference tool when 
addressing the recommendations of this report.  Additionally, two previously issued Internal Audit 
reports5 can be referenced to assist with policies and procedures surrounding collections of receipts and 
other financial matters.  

Internal Audit would like to thank JPAWS personnel for their professionalism and responsiveness during 
this process, along with the various Jefferson Parish Directors and team members who contributed time 
and attention to this engagement.     

***END REPORT**** 

  

                                                           
4 The Jefferson Parish Management Policies are issued by the Department of Human Resources and are located on 
the Jefferson Parish Intranet. 
5  All Internal Audit reports can be found on the Jefferson Parish website at www.jeffparish.net.  Click path: 
Departments >> Internal Audit >> Audit Reports.  Reports related to JPAWS, formerly called the Animal Shelter, are 
numbered 2017-004 and 2019-008. 
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ATTACHMENT A 

JPAWS ORGANIZATIONAL CHART (AS OF MARCH 3, 2023) 
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ATTACHMENT B 

JPAWS MANUAL OF STANDARD OPERATING PROCEDURES (EXCERPTS6) 

 

 

                                                           
6 The Standard Operating Procedures document is 104 pages in length.  The first 10 pages are included, along with 
select pages for illustration purposes.   
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SEE FOOTNOTE ON PAGE 15 
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ATTACHMENT C 

ATTENDANCE POLICY 
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ATTACHMENT D 

DRESS CODE POLICY 
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ATTACHMENT E 

INTERNAL CONTROL PROCEDURES 

 



 

34 
 

ATTACHMENT F 

PET POINT PROCEDURES 
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ATTACHMENT #1 

AUDITOR INDEPENDENCE STATEMENT 

 
According to Ordinance No. 26063 (September 16, 2020), Sec.2-162.2(a) and (d), the Director of Internal 
Audit "shall engage in internal audit activities and complete engagements in an independent manner, free 
of any organizational or personal impairment.  The Director shall attest in writing that all activity was 
concluded with independence, free from organizational or personal impairment." 

 

 
The following is the required attestation meant to comply with both professional standards and Jefferson 
Parish Ordinance No. 26063. 

ATTESTATION: 

Internal Audit Report #2023-003 was conducted with independence and free from organizational or 
personal impairment. 

 

TARA HAZELBAKER, CPA, CIA 
DIRECTOR OF INTERNAL AUDIT   
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ATTACHMENT #2 

RESPONSE FROM PARISH ADMINISTRATION 
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