
Standard Operating Procedure 
 

 
 
 
 

The cats in these rooms are available for adoption and interested adopters are welcome to 
go into each room to interact with the cats in there. The utmost attention to detail must be 

made to ensure that these rooms are always kept pristine. This person also cleans the 
Feature Rooms and Meet and Greet Rooms 

 
Supplies needed:  

• Cat Monitoring Sheet 
• Cat and Kitten food – in common area cabinets  

o Refer to Cat Diets SOP for further diet guidance  
• Trash bin and extra trash bags 
• Broom and dustpan 
• Mop and bucket filled with new Rescue 1:64 solution and clean mop head 
• Prep area with following supplies 

o Gloves or other necessary PPE 
o Bins of clean litter and Yesterday’s News 
o Newspaper 
o Extra litter pans and hidey boxes 
o Washcloths, hand towels, blankets, toys, etc. 
o Scrub pad 
o Spray bottle with Rescue 1:16 
o Spray bottle of Envirox Orange cleaner – for glass 
o Laundry basket for dirty linens 
o A gallon jug of Rescue 1:16 Solution for complete cleans 
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Area Safety 
• Gloves are to be always worn while working with the cats. Gloves should be changed 

between each cat cage or colony room 
• ALWAYS check the kennel cards for every room for special preferences or notes 
• If a cat is scared or stressed, do not force them to move or pick them up 

o Do your best to work around them and make sure that the litter box is clean, and 
they have fresh food and water. If you still cannot give these essentials, please 
reach out to management for further instruction 

o Alert the Behavior department if you notice a change in a cat’s behavior 
o Notes on this can also be made by Animal Care staff in Pet Point  

• If you are bitten or scratched by a cat, you MUST report the incident to your direct 
supervisor IMMEDIATELY and fill out an incident report 

• Always place a wet floor sign out when mopping the area 
• If a cat escapes, ensure all area doors are closed and do your best to safely catch the cat 

and gently place it back in its cage or room. If you are unable to get them, please alert 
the supervisor on duty or the Behavior Department 

 
 

Morning Feeding and Prep:  
Dry food Wet food 

• ~ ¼ cup of food per cat per 
feeding 

• ~1/3 cup of food per kitten 
Dry is fed AM and PM 

~ 1.5 oz of wet food per cat per day 
• ½ of 3 oz can 
• 1/3 of 5 oz can  
Wet food for AM feeds only 

 

 
Feeding Procedure: 

• Count room cards in the room and count how many cats/kittens are present 
• Check each room card to see if any cats have GREEN food preference sticker, be sure 

that the diet preferred/required is given instead of standard Purina items 
• Do not feed cats with an ORANGE surgery tag, check with vet techs prior to feeding 
• Prep wet food in paper tray and each room is given two bowls of dry food 

o Prep tray with preferred food items if listed 
• Give each cat their wet food, while they are eating you can clean 

 
Occupied Room Cleaning: 
1. Check the room card for any behavior issues, special instructions, or preferences 
2. Put on gloves 
3. Pull out food trays, food bowls, and water bowls 

a. Clean water bowls and refill with new water 



b. Keep bowls off to the side while cleaning 
c. Replace the hand towel that the water bowl or food tray is on if soiled 
d. Throw out any empty/old food trays 

4. Pull out litter pans 
a. Empty all contents of pans if used 
b. Wipe clean if needed or replace pan if heavily soiled 

i. If litter pan is excessively soiled, replace with a new clean pan and take the 
old one to the dishwashers when done in the area 

c. Replace with 1 piece of new newspaper and clean litter or Yesterday’s News 
(check room card to see if they have a YELLOW preference sticker for Yesterday’s 
News) 

i. 1 scoop of litter for smaller pans and 2 scoops for longer/larger pans 
d. Leave pans off to the side 

5. Check linens and hidey boxes or crates in the room and neaten up if needed 
a. If any linens are dirty or have excess amount of cat hair OR litter, please replace 
b. Replace hidey box or other hiding places if dirty 

6. If soiled, wipe all hard surfaces clean with Rescue 1:16, including walls, cat towers, 
countertops, benches, etc. 

a. Rescue solution needs to sit for 5 or more minutes, or it will not disinfect properly 
b. Use scrub pad to remove anything that is stuck to the side or bottom of the cage 

7. Clean the glass (inside and out if needed) on the doors, viewing glass, and windows 
looking outside, using the Envirox Orange spray bottle 

8. Place back into the room litter boxes, any hide boxes, water/food bowls, and any other 
items removed while cleaning 

9.  Ensure room is properly closed and latched when done 
10.  All rooms are completed in the same manner 
11.  Change gloves between each room 
12.  Fill out monitoring sheet as you go from room to room, filling in the sheet correctly.   

Notify techs immediately if a cat is in distress or if cat is seriously ill.  
a. Leave monitoring sheet in Tech Office when done 

 

Complete Clean of Empty Room 
1. Put on gloves or necessary PPE 
2. Take out all food dishes, litter pans, and milk crates from the room 

a. Bowls, pans, and crates can go to the kitchen to be run through the dishwasher 
3. Remove all linens and toys from the room 

a. Plastic toys/items can be run through the dishwasher 
b. Soft/cloth items can go into the laundry 

4. Take out newspaper and throw away 



5. Place a dry washcloth in the room and pour Rescue 1:16 from the gallon jug onto the 
washcloth 

6. Wipe down all hard surfaces in the room, including walls, benches, countertops, cat 
towers, and beds. 

a. If there are items that can be taken to the garage or dishwasher to be disinfected, 
please do so 

b. Allow to soak for at least 5 minutes 
i.  10-minute soak for any cage that had a sick cat  

c. Leave the washcloth in the room while disinfecting to signify that it is waiting to 
be wiped clean 

7. After 5-10 minutes, wipe down wet surfaces again with wet Rescue rag, then wipe dry 
with a dry towel 

8. Sweep and mop room with Rescue 1:64 solution 
9. Once room is dry: 

a. Place towels or blankets on cat beds/towers 
b. Give at least 1 or 2 milkcrates lined with a blanket and covered with a towel 
c. Cat beds or similar items can be added to the room 
d. Cat toys of all different sizes and types are placed throughout the room 
e. Place two bowls upside-down on the right side and in front of benches (4 bowls 

total) on a clean hand towel. The upside-down water bowl is the indicator that 
the cage has been sanitized and is now ready for use 

10.  Quietly close room door          
11. Take gloves off and throw away 

 
Room Cleaning and Restocking: 
This must be done before leaving an area in the morning and after cats are taken care of and 
complete cleans are done 

1. Where gloves while cleaning 
2. Any utensils used are cleaned and put away 
3. Remove any items from sink and ensure drain is free from debris 

a. Spray sink and wipe down with Rescue 1:16 
4. Spray all horizontal work surfaces with Rescue 1:16 and allow to sit for 10 minutes before 

wiping dry  
5. Take dirty laundry to laundry room and place in dirty laundry bin 
6. Any dirty dishes, litter pans, milk crates, etc. are taken to the back kitchen area 
7. Tie garbage bags closed and take to the dumpster outside. Place a new garbage bag in 

can 
8. Sweep floor 
9. Mop the floor using mop and bucket, with new Rescue 1:64 solution and place wet floor 

sign in the room when done 



10.  Restock needed or low supplies: 
a. Gloves or other PPE 
b. Linens 
c. Toys 
d. Food and litter 
e. Hidey boxes and litter pans 
f. Food trays and bowls 
g. Any other items used to care for the animals in the area 

 
Cleaning Meet & Greet Rooms 

1. Dirty toys or linens are taken back to dish washers/laundry 
2. Wipe down hard surfaces with Rescue 1:16 and wipe dry 
3. Sweep and mop the room 

 

 
Evening Feeding and Prep: 
Please refer to the SOP for Afternoon Cat Feeding and Total Cleans for instructions  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Acknowledgement 

Standard Operating Procedure 
 

Morning Cat Condo Cleaning 
 

I confirm that I have been trained in the area listed above and have read and 
understand the Standard Operating Procedure (SOP) for the area. I understand 
that as an employee it is my responsibility to comply with the policies and 
procedures included in the SOP and any other instructions given to me by my 
supervisors.  

If I have any questions regarding the training, the SOP, or any policies and 
procedures, it is my responsibility to seek clarification from management or senior 
supervisors.  

 

Employee name: ____________________________________________ 

Employee Signature: _________________________________________ 

Date: _________________________ 
 


