                        WASART
Dog Housing Lead
Checklist
	
	

	Shelter Details
	
Shelter ID: _________________ DEM#________________ Date: __________

Address ________________________________________________________

Coordinate With

Intake Lead   ________________________   Cell #______________

Large Animal Shelter Lead ________________________ Cell # ______________

Small Animal Shelter Lead ______________________  Cell# ________________

Points of Contact 

STL/Shelter Manager ________________________ Cell# _________________

Medical Lead ______________________________ Cell# _________________

Supply Coordinator _________________________ Cell# _________________

Safety Officer ______________________________ Cell# _________________



	
	

	Event Details
	
Name ___________________________    Shift _____________________

Operational Period __________________   Vest: Red

Radio ________________         Supervise: Dog Shelter Workers

Staffing Needs: Animal Handlers, Feeding, Cleaning, Dog Walkers.


	
	

	Set Up
	· Assess facility
· Design a floor plan – develop a whiteboard cage numbering system
· Start set-up with the Animal Housing Set up tote
· Identify a dog walking area
· Identify a potential quarantine or isolation area
· Determine staffing needs
· Address any security issues
· Set up a workstation
· Assemble cages, use cardboard between cages as needed
· Put kraft paper on the bottom of each cage
· Attach a clipboard with a carabiner to each cage
· Attach cage numbers to each cage
· Make Rescue solution for the spray bottles
· Post signage & protocols
· Set up a cleaning area
· Set up a feeding area

	
	

	Priorities
	· Safety
· Briefing with volunteers on intake & release protocols, cleaning procedures and safety
· Make sure all cages are secure
· Work with medical staff as needed

	
	

	Daily Duties
	· Document on cage card when the animal has been walked, fed, etc
· Note on cage card any additional useful information – such as “dog is reactive to other dogs”
· Feeding
· Cleaning 
· Observe for medical or behavioral issues
· Make sure animals have sufficient water

	
	

	Forms and Procedures 
	
· S-036 Bite Hold Sign
· S-048 Cage Card
· S-053 Master Animal ID Log - Housing
· P-014 Bite Incident Procedure 
· P-015 Cleaning Regulations for Emergency Shelters
· S-035 Bite Quarantine Release
· S-034 Daily Rounds Action List
· S-008 Medication Log
· S-025 Special Concerns
· S-044 Emergent Volunteer Master Shift
· P-022 Classifying Fear and Aggression in Dogs
· S-047 Activity Log - Supplemental
· P-029 Dog Housing Lead Checklist
· S-024a & b Station Shift Report
· S-023 Station Shift Roster

	
	

	Tools &
Equipment Needed
	
· Kennels
· Crates
· Magnum Panels (wrenches)
· Bucket & Mop(s), Broom(s), Shovel(s), Dustpan(s), Poop Scooper(s)
· Watering Cans
· Clipboards (plastic only)
· Whiteboard(s)
· DECON Tubs
· Cart(s) For Cleaning
· Cart(s) For Feeding
· 5 Gallon Buckets (waste water)
· Putty Knives (poop scrapers)
· Trash Can(s) (w/ wheels if appropriate)

	
	

	Supplies Needed
	· Animal Housing tote
· Animal Housing Set Up tote
· Animal Feeding tote
· Cleaning Supplies
· Housing Binder
· Instruction Packet – get from Admin
· Paper Towels
· Disposable and Protective Gloves
· Craft Paper
· Cardboard (kennel separators)
· PPE (As needed.)
· Rescue® Concentrate
· Trash Can Liners
· Feed
· Clipboards
· Whiteboard(s)
· Poop bags
· Hand Sanitizer

	
	

	Animal Area Designations
	· Isolation (If needed.)
· Quarantine (If needed)

	
	

	Intaking a New Animal
	Once you are notified by Intake that they are sending a new animal:
· Determine proper housing location
· Get appropriate handler and housing locations for unaltered animals
· Get animal settled in assigned housing location
· Add the animal to S-053 Master Animal ID Log - Housing
· Attach Cage Card and any additional forms to the cage clipboard
· Enter the cage number on the Cage Card and Master Animal ID Log
· Radio intake with cage number assigned

	
	

	Daily Care
	· Check and replace water as needed
· Feed as per cage card instructions or protocol
· Walk animal in designated area as needed
· Document feedings, urination and pooping, etc
· Clean & Decon cages upon release or relocation of the animal
· Clean & Decon equipment as needed


	Releasing an animal 
	Once you are notified by Intake that the owner is picking up their animal:
· Update the Master Animal ID Log S-053 and highlight the line in yellow
· Update housing location whiteboard
· Request an animal handler
· Send cage card and any additional paperwork pertaining to the animal, along with the animal to Intake.  

	
	

	Demob
	· Pack up all supplies and equipment, check in and carefully reload. 
· If supplies are wet, damaged or missing – let supply manager know
· Clean up and arrange area as it was before
· Give all paperwork to Intake
· Check in with Housing Supervisor



	
	

	Things to Consider
	Three blasts of whistle signify a loose animal.  Close all doors and gates.
· Follow all animal medical treatment procedures as documented 
· Inform Intake if relocating an animal
· Report all personal injuries to your lead
· Perform a visual inspection of the animals several times a day
· Verify all cages are secure
· Verify animals and clipboards match up
· Turn off lights for quiet time

Change/Completion of Shift – Complete the Shift Report Form S-024a (full page) or S-024b (half page) and brief your relief.  
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