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	Kennel AttendantTraining Curriculum 2018
	

	



	Kennel Technician Training Curriculum


	Employee Name:
	Emp No.: 

	Hire Date:
	Start Date

	Supervisor:

	WEEK ONE

	DAY 1 ____________ (date)
	Supervisor Initials
	Employee Initials

	9:00-9:45
	Supervisor to escort to Human Resources for Employee I.D., keys and security fobs. Then back to the shelter for shelter tour:  public areas, staff-only areas (Isolation, Quarantine, Staff Utilization Room, Storage Room, Garage, Freezer), Lockers, Restrooms, Breakroom, Leadership Offices, Officer area, Medication & Vaccination Stations- get computer and email set up
	
	

	9:45 – 11:00
	Review City and Animal Services Policies re: Time & Attendance. 
	
	

	11:00 – 12:00
	ASPCAPro Webinar: Feline Handling 101 (51 minutes): https://www.aspcapro.org/webinar/20130409/humane-feline-handling-101 Review w/ Supervisor
	
	

	12:00-1:00
	Lunch
	
	

	1:00-2:00
	ASPCA Webinar: Feline Communication (51 minutes): https://www.aspcapro.org/webinar/20130402/feline-communication Review w/ Supervisor
	
	

	2:00-4:30
	Read City Ordinances(animals) and complete test on City Ordinances Open Book Test
	
	

	4:30-6:00
	PetPoint Learning Seminars: Pet Point Basics, Edit Person, Edit Animal, Edit Animal Group meet with Supervisor for review
	
	


	DAY 2 ____________ (date)
	Supervisor Initials
	Employee Initials

	8:30 – 11:00
	Train with staff on cleaning & feeding cats and completing opening checklists Review w/ Supervisor
	
	

	11:00-12:30
	Read Animal Services Policy Manual & Review w/ Supervisor

· Impoundment 
· Disposition 
· Misc. Shelter Operations 
	
	

	12:30-1:30
	Lunch
	
	

	1:30-2:00
	Policy Manual: Shelter Facilities, Standards of Care  and General Orders for Cleaning & Feeding Procedures Review w/ Supervisor
	
	

	2:00-2:30
	ASPCA Webinar: Spot Cleaning Cat Kennels and Deep Cleaning Cat Kennels https://www.aspcapro.org/resource/video-how-spot-clean-cat-kennels
https://www.aspcapro.org/resource/video-how-deep-clean-cat-kennels
	
	

	2:30-3:30
	Complete Cat Deep/Spot Cleaning test
	
	

	3:30-4:30
	Bite Report Training w/ Field Supervisor
	
	

	4:30-5:30
	Shadow kennel staff and practice vaccinating & microchipping
	
	


	DAY 3 ____________ (date)
	Supervisor Initials
	Employee Initials

	9:00 – 11:00
	Assist with taking animals for surgery, then assist with cleaning & feeding cats
	
	

	11:00-12:00
	PetPoint Learning Seminars:  Intake Animal & Outcome Animals. Review w/ Supervisor
	
	

	12:00-1:00
	Lunch
	
	

	1:00-4:00
	Ride-along with officer
	
	

	4:00-6:00
	Shadow Desk Staff
	
	


	DAY 4  ____________ (date)
	Supervisor Initials
	Employee Initials

	9:00 – 11:00
	Assist with cleaning & feeding cats
	
	

	11:00-11:45
	Train with staff member or supervisor on completing bite reports, impounding bite dogs and cats and releasing quarantined animals after quarantine period expires. Complete mock bite report for review.
	
	

	11:45-12:45
	Lunch
	
	

	12:45-1:15
	Week 1 review with Shelter Supervisor & Week 1 test
	
	

	1:15-2:15
	PetPoint Learning Seminars:  Medical Entry and Reporting & Edit Agency. Review w/ Supervisor
	
	

	2:15-4:00
	Review chapter 8 in City Policy and Procedures and Department General Orders
	
	

	4:00-4:45
	      Read Animal Services Policy Manual & Review w/ Supervisor
· Mission statement

· Vision statement

· Objectives

· Shared values

· Organizational chart
	
	

	4:45-6:00
	Shadow Desk Staff
	
	


	DAY 5 ____________ (date)
	Supervisor Initials
	Employee Initials

	9:00 – 11:00
	Clean Cats/Feral/Back Cats alongside Supervisor
	
	

	11:00-11:30
	      Check in w/ Supervisor
	
	

	11:30-12:30
	Lunch
	
	

	12:30-1:30
	Read Animal Services Policy Manual & Review w/ Supervisor

· Shelter Facility 
· Standards of Care
· Animal Health 
· Holding Periods 
	
	

	1:30-6:00
	Work desk with staff assistance
	
	


	WEEK TWO

	DAY 1 ____________ (date)
	Supervisor Initials
	Employee Initials

	8:30-11:00
	Assist with taking animals for surgery, then train with dog kennel cleaning & feeding
	
	

	11:00-12:00
	Review with Supervisor and Test #2
	
	

	12:00-1:00
	Lunch
	
	

	2:00-3:00
	ASPCA Webinar: Customer Service for Social Change: https://www.aspcapro.org/webinar/20130326/customer-service-social-change Review w/ Supervisor
	
	

	3:00-3:30
	ASPCA Webinar: Spot Cleaning Dog Kennels and Deep Cleaning Dog Kennels

https://www.aspcapro.org/resource/video-how-spot-clean-dog-kennels
https://www.aspcapro.org/resource/video-how-deep-clean-dog-kennels
	
	

	3:30-4:00
	Complete Dog Deep/Spot Cleaning test
	
	

	4:00-5:30
	Shadow Desk Staff

	
	


	DAY 2 ____________ (date)
	Supervisor Initials
	Employee Initials

	8:30 – 11:00
	Assist with taking animals for surgery, then train with dog kennel cleaning & feeding
	
	

	11:00-12:00
	Read Animal Services Policy Manual & Review w/ Supervisor

· Appearance 
· Customer Interactions 
· Employee Adoptions 
· Social Media 
· Breaks 
· Training 
· Payroll forms 
· Health and safety 
	
	

	12:00-1:00
	Lunch
	
	

	1:00-3:00
	ASPCAPro Webinar: Canine Body Language (60 minutes): https://www.aspcapro.org/webinar/20120418/canine-body-language  Review w/ Supervisor
	
	

	3:00-5:30
	Assist Kennel staff closing checklists & customer service
	
	

	DAY 3 ____________ (date)
	Supervisor Initials
	Employee Initials

	9:00 – 12:00
	New Employee Orientation.  Note:  This day can be swapped with another training day to match scheduled orientations
	
	

	12:00-1:00
	Lunch
	
	

	1:00-2:00
	PetPoint Learning: The Fundamentals of Equipment Rental and Basic Licensing Review w/ Supervisor
	
	

	2:00-6:00
	Work in kennels, customer service, spot cleaning and closing checklists
	
	


	DAY 4 ____________ (date)
	Supervisor Initials
	Employee Initials

	8:30 – 11:00
	Assist with taking animals for surgery, then train with dog kennel cleaning & feeding
	
	

	11:00-12:00
	Clean Bays/Quarantine/Dog Iso alongside Supervisor
	
	

	12:00-1:00
	Lunch
	
	

	1:00-3:00
	Practical Review Testing:

-Intake a stray

-Intake an owner surrender

-Intake TNR cat

-Report-releasing holds

-Verifying animal location in PetPoint vs kennels

-Transfer out to rescue
	
	

	3:00-4:00
	Meet with Supervisor to review training, new employee should be able to speak to strengths and further training needs. Supervisor will outline additional certification and City training needed
	
	

	4:00-5:30
	Work in kennels
	
	


Basic Shelter Technician Training (staff approved-8 hour training) completed on:__________
4

