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Who is approved for training:  

• Management  
• Shift supervisors  
• Senior staff (determined by management) 

o Molly – all areas  
o Carissa – Small animals  
o Laura – colonies 
o Deb – Cat Overflow 

 
First day tour: 

• Show new hire the areas of the building and what we do in each 
• Introduction to other departments 
• Tour given by management or shift supervisor 

 
Training Method 

• Management chooses where new hire will start  
• New hire will spend two-three days in starting area with approved staff, training for all 

tasks in that area 
• New hire will be given SOP for that area to look over and use as a guide  
• Approved trainer will determine if that individual is able to perform all tasks efficiently 

and properly; cages and animals are cared for according to our standards 
o Based off decision new hire will then be expected to perform tasks independently, 

with some supervision by management or shift supervisor  
• Once working independently, new hire will be working on their own in that area for at 

least two weeks to ensure that they understand the tasks in that area or if they come 
across any roadblocks, management is able to assist 

• Management will determine what area they train in next, depending on capabilities, and 
following the same system. 

Department: 
Animal Care 

Program/Area:  
Animal Care New Hire Training 

Author: Leigh Ann Abbey Supervisor Initials: LA 
Effective date: 9/2022 Date of Revision:  



SPCA Serving Erie County 
Standard Operating Procedure 

 
 
First Day Afternoon 

• Check with that they can clock in and out and log in to Paychex successfully 
• Check that they have access to their email  
• Will receive training in the same area(s) for two to three days with approved staff  

o Once approved, new hire will be expected to perform these tasks independently. 
After they can complete tasks independently, they will then be moved to other 
areas for training  

 
Second day of training  

• New hire will spend part of afternoon learning about animal body language with either 
Animal Care management or Behavior department staff 

 
Small Animal Training 

Due to the nature of the complexities in caring and understanding small animals and their 
health issues, we are asking for new hires to do the following if they are interested in 
working with small animals: 
• Anyone interested in caring for small animals must have completed their 90-day 

probationary period in good standing and no attendance issues 
• Staff must submit in writing their desire to train in the small animal area and get 

approval from Animal Care Management and Shift Supervisors 
• If approved, the staff member will complete a small animal quiz to assess their 

knowledge of basic small animal husbandry and illnesses 
 
SOPs and Animal Care Handbook 

• New hire will receive any or all SOP’s related to the areas they are working with  
• Will also receive SOP on afternoon tasks and a brief description, they will get SOPs for 

that area once they are completed  
• When completed, Animal Care staff will also be given the Animal Care Department 

Handbook and Guide  
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Tasks Initials 
Able to clock in and out of Paychex  
Can log into email  

Shown policies for calling in and time off – given access to calendar   

Tour of the building   

Shown where mailbox is and told how bonus bones work and where they get them   

Shown the weekly schedule and morning/afternoon assignments   

Shown where MSDS are kept and told about evacuation procedures  

Knows the difference between the disinfectants and how they are used as well as dilution 
ratios  

 

Cats 
Given SOP for cat areas with acknowledgement  
Able to prepare morning cat diets  
Can prepare evening cat diets  

Proficient in the knowledge of all kennel card color tags and their meaning   

Can clean an occupied cage properly  

Can perform a complete clean with cage set up  

Cleans prep area properly and restocks area   

Knows what PPE to wear for each room and the don and doff protocols  

Know and follows the contaminated item dishwashing protocol   

Able to fill out Monitoring Sheet appropriately and knows where to turn it in   

Dogs 
Given SOP for the area with acknowledgement  
Can prepare diets following guide and feed dogs correctly  

Knows where Rescue is kept and how to fill bottles as well as fill and attach foamers  

Knows how to do daily clean of kennels in both areas  

Can perform a complete clean on a kennel properly   
Monitors water bucket and toy size appropriate for each dog   

Can set up empty kennel appropriately   

Proficient in the knowledge of all kennel card color tags and their meaning  

ISO/PPE 
Able to located PPE and how to restock  
Can appropriately clean quarantined animals, wearing appropriate PPE  
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Knows what PPE needs to be worn for different areas  
Knows contaminated item washing protocols   
Laundry/Dishes 
Shown how to operate washers and dryers  
Knows where detergents and chemicals are located, can change  
Can operate dishwashers  
Shown how to fill the sink for dog dishes   
Instructed on proper glove usage in this area  
Shown how to open dryers and remove lint   
Shown washer drain and how to clean   

Shown where cleaning items and trash bags are kept   

 
 
 


