w

Susquehanna
SPCA

SOP for Daily Interaction Logs

(updated 7/19/2024)

Procedure:

Once an animal’s intake is processed, a kennel staff will add the animal to the

Interaction Log in the species-specific binder

During the following morning’s Kennel Staff meeting, the Shelter + Kennel Manager

will make sure the animal was added to the log and discuss a plan for the day.

o Experienced volunteers are also encouraged to review and fill out Interaction

Logs

Throughout the day as staff/volunteers complete interaction tasks with animals,

they will fill out the Interaction Log as appropriate
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- Between 2 and 3 pm, the Kennel/Shelter Manager will review that status of the

day’s log and assign uncompleted tasks to kennel staff

- Atthe end of the day, the Shelter/Kennel Manager will review the log to ensure it

has been completed

- The following morning meeting, the Shelter/Kennel Manager will go over any

missed logs from the day.
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