Facility Assistant CHECKLIST 

· Clock in.

· Secure Equipment: Apron, Walkie Talkie, Plastic Bags, Leash w/prong, Spray Bottle
· Walk thru kennel.  Note new boarders from last night: read each kennel card and the temperament & behavior history.  Note any messes to clean up. 
· Record any problems with dogs on boarding report and on whiteboard.
· Check kennel whiteboard.  Note any problems / medications in RED.

· Begin walking boarded dogs, starting with run #1 and working up.

· Check feeding schedule and begin preparing meals.  Start at run #1.  

· Check medication schedule and medicate any pets requiring medication.  Double check medication given with medication listed on their cage card & whiteboard.  
· Check special needs pets.

· Check arrivals / departures and prepare belongings in bags for outgoing dogs.

· Check departure services and grooming list and schedule bathing dogs in order of departure.
· Prepare mop bucket with disinfectant; set up cleaning stations in play areas.  
· Clean suites area before 8:15 am, making sure windows are as clean as possible and dog fur is swept up.
· Set up water in play areas.

· Spot-clean litter boxes in cat room.  Feed and water cats according to schedules.
· Move dogs to play areas.  

· Begin accepting daycare dogs and boarders.  As you retrieve them, note their classification color, make sure it is marked on kennel card and sign (e.g. “private”).  Switch out their collar with an appropriate color-coded kennel collar.  Label their cubbies with tape.  Check them off on the boarding log as they arrive.

Midday

· Put all dogs in kennels for nap except ½ day daycare dogs.

· Walk and/or exercise private boarders by rotating them in play areas.

· Clean all kennel runs.

· Collect & wash bowls for evening meal.

· Feed any midday puppies or special needs dogs.

· Walk private boarder dogs and rotate out private dogs in play areas, if needed.
· Bring dogs back out after 1 – 1½ hours. 
End of Shift

· Note any problems, etc. on clipboard and hand off to PM Kennel Asst.

· Empty all trash bins & take trash out.
· Record weight, eating, and elimination for each boarding dog on boarding report.

 Kennel Assistant CHECKLIST – PM
· Clock in.

· Secure Equipment: Apron, Walkie Talkie, Plastic Bags, Leash w/prong

· Check in with AM Kennel Assistant and ask for any information / problems about the current dogs.  Check kennel whiteboard.  Note any problems / medications in RED.
· Check arrivals & departures list and daycare list and familiarize yourself with dogs still in kennel. Read each kennel card if you don’t know the dogs.
· Walk all private boarders.

· Check to make all grooming is done.  Make sure dogs are drying properly if they have been washed to go home.  Dry any dogs needing it.  
· Wash dogs still needing baths.

· Monitor dogs in daycare.

· At 5 p.m., move boarding dogs to kennels for dinner.

· Walk private boarders, or rotate to play areas if room allows.

· Feed dogs according to feeding schedule.  
· Check medication schedule and medicate any pets requiring medication.  Double check medication given with medication listed on their cage card & whiteboard.  

· Water and feed cats per feeding schedule.  Clean litter boxes completely with new litter and disinfect each cat condo.
· Sweep and mop down assigned area for the day: 
· Mon: Men’s Room and Main Hallway

· Tues: Women’s Room and Main Hallway
· Weds: Grooming Room and Main Hallway
· Thurs: Suite Hallway
· Friday: All Suites
· Saturday: Kitchen Area and Main Walkways in back

· Sundays: Sweep outside parking lot
· Move group daycare dogs back into play areas & monitor them until 8pm.

· Clean kennel areas with scrub brush and disinfectant.  

· Vacuum Play Areas

· Mop Play Areas with disinfectant (Monday & Thursday Wysi-Wash) 

· Mop kennel aisle

· Collect dishes for night person to wash.

· Move daycare dogs back into kennels.  

· Final walk for all private dogs.

End of Shift

· Note any problems, etc. on clipboard for AM Kennel Asst.
· Empty all trash bins & take trash out.  Bleach out Kennel Trash Bins.
· Record weight, eating, and elimination for each boarding dog on boarding report.

· Clean out mops & buckets

· Final walk-through for health & water.
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