BEST FRIENDS ANIMAL SOCIETY

Essential Operating Requirements
Checklist for small staff shelters

Small Staff & Under 1,500 Admissions Shelters. Check items as you confirm they are in place at your shelter.

Shelter: Date: Reviewed by:

¥ Required — must be in place Recommended — additional actions

I Cleaning & Disinfection supplies, PPE, disinfectants, tools & waste management

REQUIRED

[ ] Use a disinfectant effective against shelter pathogens (parvovirus, panleukopenia, and calicivirus). Accelerated
hydrogen peroxide is recommended; alternatives include calcium hypochlorite or bleach.

[ ]Clean with a degreaser/detergent before disinfecting. Visible debris (urine, hair, food, and feces) must be removed for
disinfectants to be effective.

[]Maintain basic daily supplies: gloves, cleaning tools, and properly labeled disinfectants. Standardize products and
procedures to reduce confusion and errors.

[ ]Spot clean when the same animal remains in the kennel and heavy debris is absent (especially for cats).
[] Fully disinfect each enclosure before a new animal moves into the space.

["] Clean food and water bowls daily, disinfecting between animals.
[ ] Scoop litter boxes when filled and fully change litter every seven days or with each new cat.

[]Clean and disinfect cleaning tools (mops, squeegees, and scrub brushes) after each use. Color-code tools by area (dog,
cat, isolation) when feasible.

E] Remove trash, waste, and biohazards daily. Dispose in sealed containers following local ordinances to reduce odor, pests,
and disease risk.

[]Fully disinfect vehicles and equipment after use and before transporting a new animal if blood, urine, fecal matter,
or vomit is present.

[ ] Control pests that can spread disease. Store food in sealed containers, keep feeding areas swept clean, and use
non-toxic pest control when needed.

I Animal Care Food, water, bedding, housing, PPE & daily monitoring

REQUIRED
[ ] Feed all animals at least once daily for adults; 2x daily or more for juveniles or as medically required. Follow a consistent
feeding schedule to reduce stress. Provide species-appropriate food in sufficient quantities and monitor appetite daily;
address animals that do not eat or eat poorly.

[ ]Provide access to clean, fresh water at all times unless medically restricted. Check and refill water bowls daily.

[ ] Check each animal at least once daily for signs of illness, injury, or distress. Observe for injuries, illnesses, or
unmanageable behavioral distress (self-harm, repetitive behaviors, shutdown states, escalated aggression) and
respond quickly.
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[_IProvide appropriate shelter, bedding, and temperature protection.

[ ]Maintain environmental conditions that protect animals from the elements, including temperature control, protection from
extreme cold and heat, and adequate ventilation for indoor facilities.

[ Maintain basic safety and personal protective equipment (PPE): control pole, leash, cat net, cat gloves, muzzles,
phone/walkie/radio, and microchip scanner.

[ Provide out-of-kennel time for dogs through daily walks or play yard time whenever possible.

RECOMMENDED

Document special diets, feeding instructions, and allergies.
I Medical vaccines, medications, vet services, refrigeration & PPE

REQUIRED

[]Administer core vaccines as soon as possible upon intake — Dogs: DHPP (or equivalent); Cats: FVRCP & Bb/Pi.
Vaccines must be reputable product brands sourced from a veterinary distributor. Vaccinate each animal before housing
in shared airspace.

[ ] Administer rabies vaccines as required by state and local regulations.

[]Promptly identify animals showing signs of illness or injury. Animals in distress need care even when staffing and space
are tight. A clear process for identifying medical emergencies makes that possible.

[ ]Provide spay/neuter through a local clinic, private practice partnership, or voucher if resources are locally available.
[ ] Build working relationships with local clinics to support sick care or rescue transfer.

[ ]Maintain basic safety and PPE equipment: control pole, leash, cat net, cat gloves, muzzles, phone/walkie/radio,
microchip scanner, and personal protective equipment (PPE).

[]Maintain a refrigerator with temperature monitoring near the intake area or truck bay. Proper vaccine temperature
maintenance is critical for keeping vaccines effective.

[ ]Provide proper training and protocols for disinfectant dilution. Dilution systems (hose attachments, measuring
materials) support consistency, but training and verification are still essential.

[]Maintain housing conditions that do not promote infectious disease. Avoid prolonged holding of cats in housing that
isn’t suitable, dogs standing in water, or overcrowded kennels.

[ ] Provide in-house euthanasia or access to euthanasia services for animals whose irremediable suffering cannot be
relieved through treatment, and for animals whose behavior presents a safety risk that cannot be resolved through
treatment or placement.

RECOMMENDED

Provide flea and tick treatment and deworming.
Document vaccine type, date, and who administered it.
Provide heartworm prevention, which may be considered a requirement depending on your region.
I Programs & Operations Adoptions, RTH, transfers, data, field services & communications
REQUIRED
[]Maintain adoptions or adoption partnerships for all healthy and treatable animals. Prioritize timely placement and share

known health or behavior information with adopters. Allow adoption returns and support people who want to find a new
home themselves
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[] Scan every animal for a microchip at intake and prior to adoption or transfer. Contact families promptly, maintain a legally
compliant stray hold, document intake details, verify ownership, and communicate reclaim fees and requirements. Make
lost animals viewable to the public during the stray hold when safe.

[ ]Ensure animals are legally available before transfer. Share accurate health and behavior information. Document all
transfers including date and receiving organization.

[ ] Maintain a basic record for every animal: intake date, medical records, source, and outcome. Record intake
vaccinations, treatments, and any noted injuries or illness. Document adoptions, transfers, return to home, and
euthanasia. Wi-Fi access is required.

[ ]Respond to animals with medical emergencies or animals posing an immediate public safety risk. Secure the scene,
contain the animal, and transport to a receiving facility. Must have legal authority (or binding agreement) to remove animals,
plus basic equipment: vehicle, control pole, leash, phone, microchip scanner, and personal protective equipment (PPE).

[]Post lost and available animals on website, social media, and Petfinder within 24 hours of intake. Make photos of
adoptable animals publicly available. Post contact information, location, and service hours.

[ ] Offer adoption and relinquishment hours of operation that are accessible to the public, including at least one weekend
day.

[]Every dog and cat leaves with a collar and tag. Docupet's “Home Safe” program is one program that provides free
tags connected to a 24/7 lost pet recovery team.

RECOMMENDED

Provide intake diversion resources to avoid unnecessary intake. Avoid intake of healthy community cats when possible.
Offer hours accessible to the public, including at least one weekend day.

Enter data accurately and in a timely manner. Use simple, consistent data systems appropriate to staffing capacity.
Publish intake and outcome reports publicly at least monthly.

Maintain a volunteer program to support core and additional responsibilities.

Field service or shelter staff/volunteers should scan every animal for microchips in the field or in shelter and attempt to
return animals home prior to bringing them to the shelter. Shelter should try to microchip all shelter pets without
microchips and provide registration info to adopters.

Microchip any cat or dog who is either adopted or claimed by their family unless the pet is already chipped and
registered with accurate information unless a veterinarian has determined it isn't medically safe
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