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I.  Introduction TC "Safety" \f C \l "1" 
Welcome to the San Francisco SPCA!
 TC "Welcome to The San Francisco SPCA!" \f C \l "2" 
Our mission is to save and protect animals, provide care and treatment, to advocate for their welfare and to enhance the human-animal bond. The SF SPCA is a non-profit organization and thanks to donations, fees for services, and volunteer support, we provide a wide-range of programs and services. These include:

· The Adoption Center Pet Adoption Center

· Primary Care Veterinary Hospital

· Humane Education Programs for Youth 
· Animal Assisted Therapy Programs

· Public Dog Training Classes

· Foster Care Program

· Spay/Neuter Clinic

· Feral Cat Assistance Program

The History of SF SPCA
Founded on April 18, 1868, the San Francisco SPCA was the nation's fourth humane society and the first west of the Mississippi. It has become one of San Francisco's most enduring and respected institutions, as well as a national leader in saving homeless cats and dogs. On a spring day in 1868, San Francisco banker James Sloan Hutchinson caught sight of two men dragging a terrified hog along the rough cobblestone street. Appalled, Hutchinson stepped in to stop the cruelty and rescue the hog. The incident crystallized Hutchinson's concern over widespread animal abuse, and he soon rallied 15 like-minded citizens to found the San Francisco SPCA. In 1884, the SF SPCA built the first horse ambulance in the West. It rescued hundreds of horses during the devastating 1906 earthquake and built watering stations for workhorses in burned-out areas of the city. It also established a "pensioners fund," so former Fire and Police Department horses could retire to country ranches. In 1905 the SF SPCA assumed responsibility for animal control services in San Francisco which it maintained for the next 84 years. Throughout the 20th century, the SF SPCA introduced pioneering programs and services that continue today, here and at other organizations that replicated its progress.

The deep care and commitment we feel towards animals persists today in all our activities. In partnership with San Francisco Animal Care and Control, the SF SPCA has made San Francisco the nation's safest city for homeless cats and dogs. We were the organization originally behind the definition and philosophy of “no-kill,” and we have not changed our decades-old commitment to trying to find a home for every adoptable animal under our roof. For transparency and clarity of our mission, we report our statistics in the “Asilomar Accords” format, along with our adoption rates. Each year, the SF SPCA find homes for thousands of dogs and cats and provides veterinary care to as many as 30,000. Our subsidized Spay/Neuter Clinic has performed procedures on approximately 150,000 cats and dogs, greatly reducing the number of surplus kittens and puppies. We increase how and where the public encounters animals available for adoption through community outreach, and we use the best in behavior training to help more cats and dogs thrive in their homes. We also work with the community and policymakers to improve the conditions for our fellow animals.

While we are proud of our no-kill history, the SF SPCA has moved beyond our vision of saving healthy cats and dogs to also include rehabilitating thousands of sick and injured animals — and going beyond the borders of San Francisco to help animals that may otherwise face euthanasia because of pet overpopulation. One of the most important steps we’re taking to care for animals is opening the Leanne B. Roberts Animal Care Center. There is a great need in our community for a full-service veterinary hospital that delivers high-quality care, not just for pets whose guardians can afford it but also for homeless animals, and for guardians who need help in paying for care. The Leanne Roberts Center has dramatically increased our capacity to provide such care, including doubling the number of spay/neuter procedures we perform each year and improving our ability to care for feral cats. Ultimately, the Leanne Roberts Center allows us to continue our vision of saving as many lives as possible.

Humane Education Department Overview
 TC "Humane Education Department Overview" \f C \l "2" 
The Humane Education Department conducts youth programming that promotes kindness and compassion for all creatures and provides campers with the tools necessary to positively affect the welfare of animals. These programs foster a sense of responsibility and respect for animals through inquiry and experience-based learning.  

When campers are able to think empathetically and are given opportunities to help others, they are much more likely to actively participate in making our world a better and more humane place as they continue to grow. Our activities are focused around animals but our lessons are far reaching, exploring the needs and feelings of others, the effects of one’s own actions, and one’s own place in the world relative to other living beings. Campers practice positive social skills that will serve them as they grow into adulthood and will serve our community for the long-term.

Humane Education year-round programming includes:
· Benefit Birthday Parties

· Dog Talk Presentations
· Community Service Saturdays

· High School Volunteer Programs

· HEART Program
· Preschool Story Time

· Puppy Movie Nights

· Scout Programs

· Animal Camps

· Tours

Primary Objectives for Summer Animal Camp
 TC "Primary Goals for Summer 2009 Animal Camps" \f C \l "2" 
· Campers demonstrate kindness, tolerance, and respect for each other and camp animals

· Camp is fun and inclusive, with every child made to feel special
· All of the animals in our programs feel safe and comfortable

· Safety is maintained with no animal-related injuries occurring

· Children leave camp informed, inspired, and empowered to advocate on behalf of animals

· Staff, community partners, and clients have positive impressions of the program
Summer Camp Counselor Essential Qualities
We value and depend on the diverse backgrounds, experience, knowledge, and talents of each member of our team. Our success can only be achieved through the individual and collective accomplishments of our entire team. Due to the fast pace, fluctuating availability of resources, and diversity within each camp, it is essential for camp counselors to collaborate, be flexible, demonstrate a strong work ethic, be patient, exude positive energy and a sense of humor, and be committed to problem-solving. We look to each employee to be trustworthy, caring, and dependable.
Camp Counselor Duties and Functions
 TC "Camp Counselor Duties and Functions" \f C \l "2" 
· Teach and oversee group lessons and activities, achieving outlined goals and objectives

· Supervise and mentor children, promoting a positive atmosphere for campers, staff, and volunteers

· Care for and handle a variety of animals

· Assist with the day-to-day preparation, management, and planning of camp

· Maintain a clean and organized camp and work environment

· Communicate openly, actively, and thoughtfully with staff partners and provide feedback to the Humane Education Manager on programming, campers, volunteers, and other issues
II. Safety TC "Safety" \f C \l "1" 
Safety is a Priority
 TC "Safety is a Priority" \f C \l "2" 
Maintaining a safe environment for the children and the animals is a priority and is essential to the success of our camps. As such we continually inform, check-in with, support, and supervise campers. Each camp lesson/activity will be executed in a manner that will motivate campers to assume responsibility for their own safety and the safety of the animals. 

Help campers to be safe and adhere to our safety guidelines by:
· Maintaining classroom management and awareness at all times

· Providing explicit expectations and skill-building activities prior to introducing the animals

· Informing campers about what they can expect from the animals

· Thoroughly and consistently modeling appropriate behaviors 

· Prompting safe and respectful behaviors

· Frequently providing positive feedback to reinforce safe and respectful behaviors

· Providing ample supportive opportunities for campers to interact with animals and learn from those experiences

· Removing animals or children when safety guidelines are not being followed (Hands-on time with the animals is a privilege we extend to campers who demonstrate compliance with our safety protocols and respect for the animals involved with our camps)
· Being vigilant regarding supervision

· Always erring on the side of caution to keep everyone involved safe and comfortable

Supervision
 TC "Supervision" \f C \l "2" 
Supervision is essential to ensure safety. Campers should never be left unsupervised. Aside from restroom buddy situations in which a junior camp counselor is present, the only other time campers may be alone is during cat time, where camp counselors place campers in cat rooms and continually walk the cat hallways to provide supervision, support, and feedback. If a child lacks previous cat experience, has demonstrated concerning behaviors or a lack of impulse control, or does not wish to visit a cat alone, camp counselors partner children with a junior camp counselor.
Morning Camper Drop-Off
 TC "Morning Camper Drop-Off" \f C \l "2" 
One camp counselor and at least two junior camp counselors from each classroom greet campers and parents at the 243 Alabama Street entrance at 8:25 AM for Extended Care and 8:55 AM for regular camp. Counselors check camper names off the enrollment sheet outside. Then campers are escorted by a junior camp counselor to their respective classrooms, where they are warmly welcomed and assisted with putting their belongings away and putting on a name badge. One counselor from each session remains at the entrance throughout the morning drop-off period (until about 9:15 AM) to direct the activities of the junior camp counselors, enthusiastically welcome campers, and interact with parents. The Humane Education Manager and department coordinators will be available to answer any parent questions. The goal is to make the morning procedures as efficient and seamless as possible for parents.
End-of-Day Camper Pick-Up
 TC "End-of-Day Camper Pick-Up" \f C \l "2" 
On Monday morning, parents provide the names of anyone else who may pick their child up after camp (if this information has not already been collected during registration). All campers should be seated with their belongings in their respective classrooms before the doors are opened for the parents to pick their children up. It is ideal to play a seated game or activity with the campers during this time, such as the telephone game. Campers may leave with their parent or guardian once the adult has signed them out on the daily sign-out sheet. All camp counselors are required to facilitate this process. Children are not permitted to leave without staff acknowledgement and approval, and they may not wait alone outside. If parents are late, children may wait in classroom 2 (the Extended Care classroom) and their parents will let us know they have arrived by ringing the doorbell or calling the camp cell phone (415-760-2573).
Extended Care
 TC "Child After-care" \f C \l "2" 
Normal camp hours are from 9:00 AM – 4:00 PM. We provide supervised childcare between 8:30 AM – 9:00 AM and 4:00 PM – 5:30 PM for parents who cannot drop off or pick up their children during normal camp hours. This 2-hour supplementary service is available for an additional $75 flat-fee per child each week. Extended Care takes place in Classroom 2 each morning (30 minutes) and evening (90 minutes). During Extended Care, campers may play games, draw/color, or assist camp counselors with child-appropriate end-of-day cleaning and camp preparation duties. On Fridays, extended care campers will watch a G-rated, humane-themed movie. 
Camper Injuries
 TC "Camper Injuries" \f C \l "2" 
If a camper is injured, determine the severity of the injury. All injuries should be brought to the attention of an HE Coordinator or the HE Manager. 
1. For non-emergency injuries requiring medical treatment, immediately contact the Humane Education Manager or Humane Education Coordinator, and the parents will be called based on severity.
2. For serious injuries, call for professional assistance by dialing 911 (if using an SPCA phone, dial 9 first). Always notify the Humane Education Manager or Humane Education Coordinator, regardless of severity.
All injuries need to be reported. Injury Report Forms are located in the first aid kits in the Humane Education classrooms. The report must be filled out by the supervising camp counselor, signed by the camper and parent, and then put into the Humane Education Manager’s office inbox. Copies of the Injury Report Form will be distributed to various SPCA staff members and a follow-up investigation may be conducted. There are inherent risks involved with hosting youth-animal programs, but it is our job to manage our programs to minimize those safety risks.
Cat Bite Protocol
 TC "Cat Bite Protocol" \f C \l "2" 
Cat bites easily become infected due to the germs and bacteria found in a cat’s mouth. Cat bites are more likely to become infected than dog bites and should be treated immediately. If a camper is bit by a cat, the first step is to treat the wound. The second step is to advise the parent to seek immediate medical advice and attention for the child.

Guidelines for treating a cat bite:
· Meticulously wash the wound with soap and warm water

· If there is bleeding, apply pressure to the wound with a clean cloth

· Bring child to an HE Staff Member for medical attention.
Signs of infection include:
· Redness

· Swelling

· Heat

· Pus
Food Allergies
 TC "Safe Snacks for Campers with Peanut Allergies" \f C \l "2" 
We are now a completely nut-free camp! Many of our campers have a variety of food allergies, some of which may be life-threatening. The top allergens include wheat gluten, dairy, peanuts, tree nuts, eggs, soy, fish, and shellfish. We take food allergies very seriously and strive to serve healthy snacks that are free of the most common allergens. Snacks that we provide include baby carrots, oranges, apple slices, bananas, and strawberries. We also provide water throughout the day. 

We’ve asked parents of children with allergies to provide specific written instructions for our staff to use to keep their child safe and to prepare us to react to symptoms appropriately. An allergic reaction is individualized in each child. Symptoms may include: hives, vomiting, diarrhea, change of color, runny nose, tightening of the throat, difficulty swallowing, sense of doom, dizziness, fainting, swelling, and/or loss of consciousness. 
Knife Usage Policy
 TC "Knife Usage Policy" \f C \l "2" 
Sharp knives and exacto-knives are to be used by adult staff and volunteers only. Plastic butter knives may be used by campers as assigned and with adult supervision.

Sexual or Other Abuse
 TC "Sexual or Other Abuse" \f C \l "2" 
The SF SPCA prohibits sexual or other abuse in the workplace or in any organization related activity. The SF SPCA provides procedures for employees, volunteers, family members, board members, patients, victims of sexual or other abuse, or others to report abuse and disciplinary penalties for those who commit such acts. 

Sexual abuse is inappropriate sexual contact of criminal nature or interaction for gratification of the adult who is a caregiver and responsible for the client or child’s care. Sexual abuse includes sexual molestation, sexual assault, sexual exploitation, or sexual injury, but does not include sexual harassment. 

The SF SPCA prohibits corporal punishment.  For further information on the organization’s safety policy, please refer to the Employee Handbook.
Physical evidence of abuse:

· Difficulty walking

· Torn, stained or bloody underwear

· Pain or itching in genital area

· Bruises or bleeding of the external genitalia

· Sexually transmitted diseases

· Behavior signs of sexual abuse

· Reluctance to be left alone with a particular person

· Fear of touch

Reporting Abuse: TC "Reporting Procedure" \f C \l "3" 
· If you are aware of abuse taking place, report it immediately to the Humane Education Manager or the Human Resources department.
Investigation and Follow-up: TC "Investigation and Follow-up" \f C \l "3" 
· The SF SPCA will take all allegations of sexual and other abuse seriously and will promptly and thoroughly investigate whether abuse has taken place.

· The organization will use an outside third party to conduct an investigation and any incidents of abuse reasonably believed to have occurred will be reported to appropriate law enforcement and regulatory agencies. It is the SF SPCA’s objective to conduct a fair and impartial investigation. 
· The SF SPCA provides notice that they have the option of placing the accused on a leave of absence. Upon completion of the investigation, disciplinary action up to and including termination of employment and criminal prosecution may ensue. 

· The SF SPCA will make every reasonable effort to keep the matters involved in the allegation as confidential as possible while still allowing for a prompt and thorough investigation.
III. Work Practices TC "Work Practices" \f C \l "1" 
Communication
 TC "Communication" \f C \l "2" 
The way we work together determines what we can achieve with our camp program. It is extremely valuable to collaborate with your team of camp counselors and the Humane Education Manager to help you become effective in your role so that you, in turn, can help and positively affect campers. The camp staff meets regularly each week to discuss what’s working, what’s not, camp challenges, and to exchange ideas for making our camp program the best camp in San Francisco. The Humane Education Manager has an open-door policy for all members of the staff, to help facilitate communication.

Appropriate Channels of Communication
 TC "Appropriate Channels of Communication" \f C \l "2" 
As adults, it is important for us stay within the boundaries of acceptable social behavior with our students and young volunteers. In an effort to maintain professional teacher/student relationships and to avoid liability issues or parent discomfort, please employ appropriate discretion when communicating with our young clients. 
Please refrain from communicating with them through in any aspect other than a teacher/students setting. This includes, but is not limited to: exchanging phone numbers, texting, going out to eat after camp, and social media. We are wonderful role models for them, and can certainly be friendly with them, but we are not their friends.

Personal Appearance
 TC "Personal Appearance" \f C \l "2" 
Our young students, their parents, our organization’s administrators, our donors, and the greater community all need to trust us to be mature, professional, capable, and competent. Our outer appearance is their first indicator of these inner characteristics. We are walking, talking advertisements for The San Francisco SPCA and the humane education programs we represent. During business hours, camp counselors are expected to wear their camp tee-shirt and appropriate pants, shorts, or a skirt. 
Always dress better than the campers. The clothes we wear and the smile that dresses our faces are the first things campers see as they are greeted at the door. When we arrive to camp early and the room and materials are prepared, there is a positive classroom climate. When we stand at the door with a welcoming smile, we are making a statement. The statement we make influences how campers behave and learn in camp. How campers behave and learn in camp determines our success as teachers.

An effective camp counselor dresses appropriately as an educator and as an adult role model. Creating a look that is professional, comfortable, and appropriate sets the right tone. Animal Camps are physical, involving work with animals, sitting on the floor, and cleaning. Therefore, casual work attire is appropriate as long as clothes are clean, they fit properly, and they are free of holes, stains, or controversial designs. Slacks, chinos, nice jeans, cords, closed-toed shoes with non-slip soles, and SF SPCA tee-shirts are appropriate. Camp counselors are prohibited from wearing hairstyles, clothing, or jewelry that does not present a professional and approachable appearance. If an employee has a question about what is appropriate or professional for his/her role, he/she should discuss it with the Humane Education Manager. As resources for campers, parents, volunteers, and other staff members, it is important that we make ourselves easily identifiable by wearing our nametags.

Punctuality and Readiness
 TC "Punctuality and Readiness" \f C \l "2" 
Showing up and being on time for work and work assignments is vital to the success of our program. Work hours are Monday through Friday from 8:15 AM to 5:15 PM, with one scheduled hour for lunch. Staff members are expected to be prepared to engage in employee responsibilities at the assigned times and locations. It is the responsibility of each employee to regularly check the schedule for changes and/or updates. If an emergency arises and you feel you may be late to work, the Humane Education Manager should be contacted immediately.

Overtime & Breaks
 TC "Overtime" \f C \l "2" 
The budget does not allow for overtime. It is imperative that each employee monitor his or her hours. Non-exempt employees may not work extra hours beyond their regularly scheduled shift without prior approval from the Humane Education Manager. Please remember to clock in and out each day at your scheduled time. Also, please plan to take a lunch period of not less than 60 minutes each day.
In additional to the lunch period, camp counselors are allowed two 15-minute paid rest breaks during each work day. Please schedule these when time allows on the schedule. For example, one camp counselor can manage a camp snack and restroom break while the other camp counselor takes a 15-minute break. Also, a camp counselor can take a 15-minute break during a lesson or activity that he or she is not leading. Rest breaks may not be added to a lunch period or skipped to shorten the workday. Counselors are required to stay on campus for 15-minute breaks. 
Social Media
As an SF SPCA staff member you are an ambassador for the Society which may include use of social media. When used appropriately we believe social networking can be a valuable business tool to assist with adoptions, advertising our programs, promoting opportunities, and fundraising. The following policy was created to promote appropriate online activity in alignment with our mission, business conduct, and values, while protecting the animals in our care. We fully respect your legal rights and it is not our intention to restrict your online presence during non-work time or to dictate what you must say.

We do ask as a staff member for the SFSPCA, you do not become Facebook (and other social media) friends with Junior Camp Counselors and/or campers. We most certainly are friendly with them, and have a great time with them throughout the summer, but become social media ‘friends” crosses that professional boundary. 

If your use of any type of social media is seen as compromising the organization in any way, the Society may counsel you on the risks involved, request that you stop, or take disciplinary action including the possibility of job termination.

Puppy Protocols

The puppies we will be socializing this summer have not received all their vaccinations and therefore have a compromised immune system. The fact that we are working in a shelter/veterinary hospital environment exacerbates the risk for puppies to get sick, as there are potentially sick animals travelling all over the SF SPCA campus on any given day. The diseases our puppies are at risk of contracting are life-threatening, and once they get sick, it is very labor-intensive and expensive for our hospital staff to rehabilitate them. All Humane Education staff members are expected to interact with puppies using the following safety and sanitation protocols in order to decrease the risk of puppies becoming ill.
· When preparing campers for a puppy circle, please follow these steps in order:

1. Have campers wash their hands with soap and water all the way up to their elbows (like a surgeon would). Instruct them to hold their hands in front of them or with their fingers clasped so that they do not touch anything on their way to the Puppy Room.
2. Once you reach the Puppy Room, have a Junior Counselor put on a pair of gloves and remove camper shoes one at a time and immediately enter the Puppy Room.

3. Once campers are in the puppy room, hand out isolation gowns first, instructing campers to place all clear plastic covers in a pile or in the gown bin (to be disposed of after the circle). Campers must use thumb-holes to avoid the gown sleeves riding up and exposing their arms. Tie isolation gowns tightly around campers’ waists, noting that gowns are one-size-fits-all and smaller campers may need assistance.
4. Instruct campers to sit with legs crossed in a circle on the floor.

5. Once all campers are sitting, place a large, clean sheet over their legs and explain that the sheet must cover their legs throughout the puppy circle.

6. Hand out a pair of gloves to each camper. Some campers may need assistance putting the gloves on. No one is allowed to touch under-vaccinated puppies without gloves on.
7. Be on the lookout for puppies mouthing on camper hands, and instruct campers to redirect this behavior with a toy. If a puppy gets a piece of glove in his or her mouth, a counselor must remove it immediately and provide that child with a new glove.
· When picking puppies up from their rooms, please follow these steps in order:

1. When approaching the puppy hallway, look at the door for any quarantine warning signs that may prohibit you from entering.
2. If it is safe to enter, first put on an isolation gown, making sure to use the provided thumb-holes so that your sleeves do not ride up and expose your arms, and tie it tightly around your waist.
3. Use the chair provided outside of the hall to put on surgical booties. DO NOT let your booties touch the ground outside of the puppy hallway, as this is considered a contaminated area. Once you have put on one bootie, open the puppy hall door and place your foot inside the puppy hallway, holding the door open with your leg. Put on your second bootie and then stand up out of the chair so that both feet are in the puppy hallway.

4. Once you are in the puppy hallway, do not interact with or touch any puppies except those who you are there to pick up.

5. Put on two gloves, and try to avoid touching walls and doorknobs with your gloved hands.

6. Retrieve the puppies one at a time from their run and hand them off to your co-counselor/junior counselors, who should also be wearing a gown and gloves and be waiting for you outside of the puppy hallway. Junior Counselors may not hold more than one puppy at any given time.
7. Transport the puppies to the puppy room, making sure to remove any contaminated booties and shoes before entering the puppy room.

8. Your campers should be sitting quietly in a circle in the puppy room with legs crossed, shoes removed, gowns and gloves on, and a sheet over their legs before any puppies are placed in the circle.

· When taking puppies back to their room, please follow these steps in order:

1. Remove the puppies one-by-one from the circle and hand them to your co-counselor/junior counselors or place them safely in the provided puppy crate. Instruct campers to remain seated until all puppies have left the room.
2. When approaching the correct puppy room, sit in the chair provided outside, with a puppy in your lap if necessary, and put on a pair of clean booties. DO NOT let your booties touch the ground outside of the puppy hallway, as this is considered a contaminated area. Once you have put on one bootie, open the puppy hall door and place your foot inside the puppy hallway, holding the door open with your leg. Put on your second bootie and then stand up out of the chair so that both feet are in the puppy hallway.

3. Once you are in the puppy hallway with clean booties, do not touch or interact with any other puppies in the hallway.

4. Have your co-counselor/junior counselors hand you each puppy one-by-one at the doorway and place the puppies back in their correct run. Your co-counselor/junior counselors should not enter the puppy hallway.

5. Once you have exited the puppy hallway, dispose of all isolation gear (gowns, gloves, booties) in the nearest trash bin and advise your junior counselors to do the same.

Note: Campers are NOT allowed to keep their isolation gear (gown, gloves) after the puppy circle is over. All isolation gear must be disposed of in a trash bin immediately after the puppy circle.
IV. Relations
Outstanding Client Experience
 TC "Outstanding Client Experience" \f C \l "2" 
The San Francisco SPCA seeks to help our clients in every way possible and to exceed their expectations in the delivery of our services. We aim to create client loyalty in ways that inspire our clients to recommend our organization, donate, utilize our services, and volunteer. It means that we are continually seeking to improve who we are, what we do, and how we do it. 

Community, Client, and Staff Partners TC "Community, Client, and Staff Partners" \f C \l "2" 
· Junior Camp Counselors – Junior camp counselors are an integral part of Summer Animal Camp and range in age from 12 to 18. The job of these young animal advocates is to serve as role models to the campers and to assist our staff with tasks and camp activities. Being a junior camp counselor is a privilege extended to students who participate in our programs regularly and who have demonstrated a great level of responsibility and maturity in class. Students do not apply for these positions; they are hand-picked by the Humane Education Department each year. This opportunity has been designed to enhance our camp program and to foster the juniors’ skills in areas such as leadership, animal handling, personal accountability, and communication. Therefore, we need to utilize them, provide them with direction and support, praise their good work and efforts, and encourage their continued growth by providing constructive feedback. 
· Guardians – We serve parents of both campers and junior camp counselors. It is critical that we present ourselves as a compassionate, professional, and organized team and that we provide a consistent, positive message about Summer Camp and the care and concern we have for the children.

· Donors – Donors make all SF SPCA activities possible, including Summer Animal Camp. As with the parents, it is important that we provide a consistent, positive message about Summer Animal Camp to these clients.

· Marti Watts – Marti is the Adoption Care Manager as well as mom to Truffles and Sophie. Marti’s job includes managing the Animal Care Attendants (ACAs) and housing for the cats and dogs. She is integral to helping us determine which animals our campers may visit (such as puppies), where the animals are located, and if there are any special health or behavior concerns we need to be aware of.

· Cat and Dog Animal Care Attendants (ACAs) & Volunteers – The Cat and Dog Desks are located in The Adoption Center Adoption Center. The Animal Care Attendants and volunteers that staff the desks are essential in helping us locate shelter puppies, determine which cats are appropriate for socialization, and coordinate any activities with animals.
· Guest Speakers – We will play host to a variety of guest speakers this summer. We are very lucky to have them come visit us, and want their experience here to be enjoyable so they will return. As with all of our clients, it is imperative that we should our guest speakers a great deal of respect and appreciation by being attentive and courteous at all times. 

V. Housekeeping TC "Housekeeping" \f C \l "1" 
Camp Classrooms
 TC "Camp Classrooms" \f C \l "2" 
The camp classrooms are public areas, visited by parent and child clients, donors, colleagues, board members, and community partners.  When people walk through our doors, they take a mental snapshot of us and our surroundings. It is the job of all camp staff to work to maintain the appearance of our camp environment in a manner that reflects the importance of our work.

Everything in our classroom and closets has its place. Please work to keep our environment clean, organized, and sanitary. All cleaning supplies are located in the closets in classrooms 1, 2, & 3 (classroom 4 must use the cleaning supplies in classroom 2). If you are not sure where something belongs, just ask. Spot cleaning is necessary throughout the day, including cleaning up after animals, and everyone is responsible for keeping the classrooms clean and organized.
Morning Duties
Prior to the start of the camp day:

· Put camp sign outside

· Sweep area around animal habitats
· Provide clean, fresh water for any visiting dogs

· Make sure all nametags are set out and ready to be given to campers

· Ensure all furniture and supplies are properly prepared and set up

· Collect the day’s schedule from Classroom 2
Evening Duties
After the camp day has been completed and during Extended Care:

· Ensure supplies are well-stocked

· Take dirty laundry to the garage

· Bring clean laundry back from garage

· Sort, fold, and put away clean laundry

· Wash all dishes in kitchen
· Put away all clean dishes in kitchen

· Clean kitchen sinks and drains of all debris

· Throw away any stray trash

· On Fridays, clean out camper cubby holes
· Put away any camp materials or other items that have been left out

· Disinfect and wipe down all counters, table tops, door knobs, and windows

· Vacuum carpets
· Thoroughly sweep floors

· Mop floors

· Wrap the used mop-head in a towel and put in the hamper
· Empty, rinse, and refill the mop bucket for tomorrow’s use

· Put the mop bucket and other cleaning supplies away in the closet or designated spot
· Ensure all supplies are in the proper classroom for the next day
· Set classroom furniture up in preparation for the next day
· Thoroughly clean all animal habitats

· Ensure classroom animals have been fed, watered, and are secured

· Bring camp sign in from outside

· Turn off all of the lights and make sure the windows and doors are closed and locked
Cleaning Cat Toys in the Adoption Center
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· Cat toys in the Adoption Center should be cleaned by camp staff/junior counselors on days when we visit the cats.  

· Wear safety goggles and gloves – they are located in the bottom drawer of the file cabinet in the volunteer area. It is important to protect your eyes and skin from splashes of the cleaning agent we use.   

· Pick up the dirty toys in the bucket by closing the netted laundry bag that lines the bucket around the toys.

· There should be a second bucket for dirty toys next to the one you just picked up. Please make sure to line it with the empty, netted bag that will be sitting next to it.

· Carry the dirty toys to the courtyard between the Adoption Center and the old building.

· Soak the bag of toys in the tall, gray container marked “Volunteer Cat Toys.” The container should be located near the water hoses. The toys need to soak for a minimum of 10 minutes. This bin is filled with Kennel Care, a cleaning and disinfecting solution.

· The solution should appear to be clear yellow; if it appears cloudy or dingy gray, please let the volunteer coordinator know so that she can have a mentor volunteer replace the soaking liquid.

· When the toys have soaked for 10 or more minutes, get a water hose ready to rinse the toys by unwinding enough length to reach the large drain in the courtyard.

· Pull the bag out of the bin, making sure to shake out excess liquid into the bin. Carry the bag of toys to the drain and rinse thoroughly (until the water no longer appears soapy) with water hose.

· After shaking excess water from bag, tie it to metal shelving unit against wall so that the toys can begin to drip dry. Make sure that the bag and toys do NOT touch the ground, since they are now clean!

· Wind hose up so that it is as neat as you found it.

· Replace lid on soaking solution container.

· Carry toys back to the info desk area and use towel (usually located next to dirty toy bucket) to dry toys before putting them back into the clean toy bucket.  Again, please make sure that the clean toys do NOT touch the ground.
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Ensuring and promoting the humane treatment and proper care of animals is every team member’s responsibility. Our animals depend on you. Many of the humane education animal care duties (habitat cleaning, feeding, and providing fresh water) will be accomplished by our junior camp counselors. However, it is necessary for each member of our Summer Camp team to keep a close eye on the animals to ensure that their care and safety needs are being met. For example, ensure that the water bottles and bowls are present and full, ample hay and food is available, doors to the habitats are shut and secured, and there are ample habitat towel coverings. Junior camp counselors typically do their best to clean up after and care for the animals, but because they are young and often lack experience, it is normal for them to forget certain steps of the animal care process. It is the job of the camp counselors to ensure everything has been completed correctly.

The humane education animals should be handled by children only when supervised by a camp counselor (with the exception of trained junior camp counselors). During Extended Care, children often request to hold and hang out with the small animals. Due to limited supervision, small animal socialization is not permitted during Extended Care.

Guinea Pigs:

Cleaning:

1. Remove guinea pigs and place in carrier located above the hutch.

2. Remove all hides, chew toys, bowls, etc. from hutch.

3. Remove used towels and shake ALL poop and debris out into the compost bin.

4. Place used towels in a dirty laundry bag.

5. Thoroughly sweep and remove poop and debris inside the hutch using a hand broom/dustpan.

6. Cover all surfaces with fresh towels.

7. Return all hides, chew toys, bowls, etc. to hutch.

8. Place guinea pigs back inside hutch and latch all doors.

9. Sweep up and dispose of any poop and debris on the floor around the hutch.

Feeding:

· Salad – give 1 big handful of pre-mixed salad in the larger ceramic bowl.

· Pellets – give 1 scoop of guinea pellets in the smaller ceramic bowl.

· Water – ensure water bottle is full and not leaking.

· Hay – stuff the hay rack full of hay and refill whenever empty.

Rabbits:

Cleaning: 

1. Remove all hides, chew toys, bowls, etc. from rabbitat.

2. Remove used towels/rugs/blankets and shake all poop and debris out on to the floor of the rabbitat.
3. Thoroughly sweep and remove ALL poop and debris from the floor of the rabbitat.

4. Place used towels/rugs/blankets in a dirty laundry bag.
5. Take the litter box (if it is present) outside and dump into a trash bin.

6. Spray litter box with vinegar/water solution and wipe clean with paper towels.

7. Line the bottom of the litter box with newspaper and fill with a few inches of Yesterdays News litter.

8. Cover all surfaces with fresh towels/rugs/blankets, including the wooden hides and ramps.
9. Return all hides, chew toys, bowls, etc.
10. Sweep up and dispose of any poop and debris on the floor around the rabbitat.
11. Close and latch rabbitat gate.
Feeding:

· Greens – give one bunch/large bowl full of fresh greens in metal bowl.

· Pellets – give 1 scoop of rabbit pellets in ceramic bunny-shaped bowl.

· Water – ensure water bowl is full of fresh, clean water.

· Hay – provide a large handful of timothy hay in the litter box (or hay bin) and refill whenever empty.

Chinchillas:
Cleaning:

1. Remove chinchillas and place in carrier located above the cage.

2. Remove all hides, chew toys, bowls, etc. from cage.

3. Using hand broom, sweep ALL poop and debris off ledges, starting from the top of the cage and working your way down to the bottom.

4. Remove and dispose of old newspaper from the bottom of the cage.

5. Thoroughly sweep and remove all poop and debris from the bottom of the cage using hand broom/dustpan.

6. Cover the entire bottom of the cage with fresh newspaper, at least 3 layers thick.

7. Return all hides, chew toys, bowls, etc. to cage.

8. Place chinchillas back in cage and close all cage doors.

9. Sweep up and dispose of any poop and debris on the floor around the cage.

Feeding:

· Pellets – split one scoop between two food bowls (one up top, one on bottom).

· Water – ensure water bottle is full and not leaking.

· Hay – stuff hay rack with hay and refill whenever empty.

Pigeons
Cleaning - The pigeon aviary should be thoroughly cleaned two to three times a week.

1. Remove all towels/sheets (from floor, crates, and other areas), being sure to bundle them up so you don’t spill debris on the floor as you’re transporting the towels outside

2. Shake all debris out of the towels/sheets outside before putting them in the laundry bags (This is IMPORTANT, as our laundry machines cannot handle debris). Please be sure to shake debris into the street, not on the sidewalk or in the planters

3. Thoroughly sweep and throw away all hay, poop, and food

4. Cover surfaces (including coop floors, shelter/crate floors, crate tops, and ramps) with fresh towels/sheets. Use large binder clips to secure any towels on ramps and in other areas where the pigeons may shift them

5. Empty birdbath water into sink, thoroughly clean birdbath and fill halfway with fresh water, place in middle of aviary

6. Wash food and water bowls with soap and water

Feeding 
1. Fill each food container with 1-2 inches of feed each morning and check to see if more is needed in the afternoon. Place both food bowls on the ground and underneath the shelf so that the birds don’t get feces in them. Place the bowls at least 3 feet apart so that one bird does not try to guard all the feed. The feed is located in two small containers on the shelf next to the aviary. If the containers are empty, more food can be found in one of the large gray bins to the left of the aviary. Please alert staff when our pigeon food supply is low.

2. HAY – Pigeons enjoy constructing their own nests; please make sure a fresh supply of timothy hay is located in the open cabinet near the ground (toward the front of the inside of the aviary on the right).

3. FRESH TREATS – apple, pears, berries, grape fruit, oranges, and chopped raisins soaked in water can also be offered to pigeons. Make sure that any fruit you offer to the pigeons is clean and fresh.  

4. WATER – Thoroughly wash their water container daily, providing fresh water. Please leave their container on the ground and under the shelf to avoid feces falling in.

Tarantula:
Cleaning:

1. Harry’s habitat only needs to be cleaned approx. once a year, and this is not something we will need to worry about during camp. Nina is tending to Harry and you can ask her if you have any questions.

Feeding:

· Water – Harry needs a shallow bowl of water with cotton balls in it; water should be changed twice weekly.

· Insects – Once a week, Harry will be offered 2 crickets. Any crickets he doesn’t eat should be removed from his habitat after 24 hours.

Rats:
Cleaning:

1. Remove rats and place in carrier located on top of cage.

2. Remove used towels and shake ALL poop and debris out into the compost bin.
3. Place used towels in a dirty laundry bag.
4. Thoroughly sweep and remove the poop and debris remaining inside the cage using hand broom.
5. Empty litter boxes in the trash bin (if they are present).
6. Ask someone to help you remove cage from bottom pan so you can change towel and sweep thoroughly.
7. Ask someone to help you place cage back on bottom pan.
8. Cover all flat surfaces with fresh towels.
9. Fill litter boxes (if they are present) with 1-2 inches of Carefresh and return to the same spots they were in before.
10. Return all hides, chew toys, bowls, river rocks, etc. to the cage. You can move the hides & toys around but food bowls & rocks should be put back where you found them.
11. Place rats back in cage and latch all cage doors.
Feeding:

· Salad – give 1 big handful of pre-mixed salad in the larger ceramic bowl.

· Pellets – give 1 scoop of rat pellets in the smaller ceramic bowl.

· Water – ensure that water bottle is full and not leaking.

· NEVER give rats treats through the cage bars

Bearded Dragon:

Cleaning:

1. Remove Em from terrarium and place in large plastic bin.

2. Remove all terrarium furniture and food/water bowls.

3. Remove reptile carpet and sweep all debris out using hand broom/dustpan.

4. Lightly spray terrarium walls and floor with vinegar/water solution.

5. Thoroughly wipe down terrarium, leaving no trace of cleaning solution.

6. Put new reptile carpet on terrarium floor.

7. Replace cage furniture and food/water bowls – they should all go back to the same spots you found them in.

8. Put Em back in terrarium and close top.

9. Take used reptile carpet to the chemical courtyard, spray down with hose until no poop and debris remnants remain.

10. Hang reptile carpet in chemical courtyard to dry – pick up in 3-4 hours.

Feeding:

· Salad – give 1 small handful of finely chopped guinea/rat salad.

· Insects – give 10 vitamin-dusted crickets each weekday.

· Water – ensure that water bowl is halfway full and not soiled.

· Spray – you can spray Em and her salad with water 1-2x daily to help her stay hydrated.
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To help us reach our goals and provide for positive and consistent camp experiences for our clients and animals, we incorporate a variety of rules and guidelines into our camp programs. It is our job to introduce, repeat, practice, model, and enforce the following rules and guidelines. These are the points you will want to cover during the camp orientation each Monday morning.
Camp Rules and Guidelines
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· Thoughtful and respectful behavior: It is our goal and the responsibility of all campers to ensure that all of the animals we work with are made to feel safe and comfortable. All of our behaviors and interactions should reflect that goal. 

· Treat each other with kindness and tolerance: Everyone at camp has the right to feel safe, comfortable, and happy at Summer Camp. Campers don’t have to be best friends with everyone, but it is the responsibility of all campers to behave in a manner that does not make anyone else feel bad. Just as with the animals, we need to behave and interact in ways that allow everyone to feel safe and comfortable. We embrace the old adages, “treat others as you would like to be treated” and “if you don’t have anything nice to say, don’t say anything at all.” Cruel behavior is never okay.

· Restroom breaks: Encourage campers to use the restrooms during our three scheduled bathroom breaks. However, if they need to go, they must receive prior approval from a staff camp counselor and be partnered with a junior camp counselor. Camp counselors are to remind campers to keep restroom visits short and that we will be looking for them to return to camp quickly. Campers should never be completely alone in the shelter. If a restroom break lasts longer than 5 minutes, counselors are asked to contact the Humane Education Manager or Humane Education Coordinator to check on the whereabouts of the camper.
· Restroom behaviors: Campers must leave restrooms as good as or better than they found them, toilet seats wiped clean, counters wiped dry, water off the floor, and having disposed of all paper products. Boys need to lift the toilet seat when using it. The restrooms are public, and campers need to be well-mannered when in the company of SPCA staff or volunteers. It is our responsibility to ensure that campers are respectful during restroom breaks. No running, loud noises, making messes without cleaning them up, and absolutely no banging on the walls while in line.
· Requesting animals: Campers may not request animals and if they do, they will not be partnered with that dog, cat, kitten, etc. All of the animals we work with are fabulous and deserving or our love and attention. It should be our goal to match campers and animals to create safe and enjoyable experiences for all. However, if campers are allowed to request animals, it quickly gets out of control, promises are made, forgotten, and broken, and campers get hyper-focused on the animal they want and when they don’t get it, they reject the animal they are with and then pout. Be consistent in your follow-through of this rule, as campers pay attention to this and keep score!

· Kitten voices: When in the shelter, in the company of animals, and other similar situations, campers must use inside voices, which we call “kitten voices.” Also, when conducting lessons/activities or moving groups around the campus, watch the noise level to ensure we are not disrupting staff, volunteers, clients, or the general public.
· Live like a Labrador: We make few guarantees, but one of them is that the campers will have a great time during Summer Animal Camp. When we are in the middle of an activity or lesson, we ask the campers to live in the moment, enjoy what we’re doing at the moment, and not to ask what we are doing next, which we call “Living like a Labrador.” This rule is in place because some campers habitually ask what we are doing next, including asking at inappropriate times such as when guest speakers are addressing the class or when we are in the middle of another activity or lesson. As a camp counselor, your response must be consistent. If your reply is not consistent, you can be sure to be asked again repeatedly.

· Dogs have the right-of-way: When dogs are being walked through the shelter, hallways, or along the sidewalks, dogs have the right-of-way. This means for example, when campers are walking down the hallway and a dog is being walked down the hallway towards them, the children must get against the wall, allowing the dog to pass.

· Interacting with dogs in and around the shelter: Campers are not to approach or pet dogs in or around the shelter unless they receive explicit approval from a camp counselor. No more than one camper should pet a dog at a time. This rule is in place for safety’s sake, as some dogs are comfortable with strangers, campers, and/or groups and some are not.

· No hugging, picking up, or kissing animals: For safety’s sake, campers should not hug, pick up, or kiss the dogs, cats, or other animals. Some animals may not feel safe or comfortable being hugged or kissed, especially by people they don’t know well. This is particularly important because if a dog were to bite in this type of situation, the bite would likely be to the child’s face. Holding small animals in their laps is the only exception to this rule.
· Never feed a dog when other dogs are present: It is normal for dogs to guard things from other dogs that they really value, such as food. To avoid this situation and maintain a safe environment, campers need to refrain from feeding dogs when other dogs are present. If they are working with dogs on a leash, they need to move the dog away from others prior to treating him/her. 

· Don’t stare at dogs: Campers should not stare any dogs in the eye. Our goal is for all animals and campers to feel safe and comfortable, and it is normal for dogs to perceive this behavior as threatening.

· Treat with a flat hand: As a rule-of-thumb, campers should be instructed to feed dogs with a flat hand to avoid having dogs with a hard-mouth scare or injure the children. While explaining this rule, it is important for campers to understand that when dogs do take treats hard, it is not mean, bad, or aggressive, just normal behavior for some dogs.  We call dogs with hard-mouths “enthusiastic eaters,” as opposed to “dogs who bite hands.”

· Recycling and composting: It is the responsibility of all campers and counselors to appropriately recycle paper, cans, bottles, and compost (which includes paper towels). When in doubt, just ask.

· No climbing on structures/fences: For safety’s sake, campers are not permitted to climb on structures or fences both inside and outside (with the exception of certain playground structures).

· No playing with dog toys: To avoid injury during recess and lunch times, campers may play with the toys and balls we provide, not tennis balls and other dog toys. 

· Poop rule: We want to help students focus their attention on how wonderful the animals are. However, when animals defecate in the presence of campers, a compassionate animal-handling circle can turn into a theatric discussion about how gross it is. This “grossness” can overshadow our discussion and focus objectives. When introducing animals, ask who in the group does not poop. Ask if they think animals poop too. Only campers that do not poop may therefore say, “eeewww” when the animals poop. Ask what an appropriate response to pooping might be (such as cleaning it up, etc.).

· Cell phones: Students may not use cell phones to call or text others during the camp day. If they need to contact someone, or if a parent/guardian needs to contact them, the camp cell phone may be used. Campers using cell phones for calls or texting will have their phone confiscated for the remainder of the day and returned during parent pick-up.

VIII. The Camp Experience TC "The Camp Experience" \f C \l "1" 
There are three main factors that contribute to the success of our camps:

1. The classroom is well-managed: Campers find the classrooms organized, safe, and pleasant.
2. The lessons and activities are well-delivered: Campers learn, have a good experience, enjoy being a part of Animal Camp, and want to share what they learned with others.
3. The campers are well-treated: They are respected. They receive additional help or support if they need it. They are treated with love and significance.
Make it Fun and Engaging
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One of the most important principles of our programs is that learning should, can, and must be fun. Unless we can make learning an enjoyable experience, we are likely to meet resistance. If learning is fun, our young clients will be enthusiastic and motivated to learn. 

It is our goal for children to leave camp informed, inspired, and empowered to advocate on behalf of animals. Every child in camp should be made to feel special and included. To build stronger, more compassionate, more competent campers, we need to provide a camp experience where children:

· believe they can make a difference in the world

· are part of something bigger than themselves

· feel responsible for their own success 
· learn coping skills

· feel connected

· feel loved, capable, and safe

Tips for Communicating and Interacting Effectively with Campers
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· Exhibit a strong interest in campers.

· Engender enthusiasm and interest in subject matter, modeling humane values and choices.

· Engage campers throughout the learning process. This includes utilizing interactive and hands-on opportunities. Ask a lot of questions and give a lot of positive feedback during class discussions. If you ask a question and the camper doesn’t answer exactly the way you were hoping, pick one part of what they said you can use and positively build on it in order to make your point.

· Generously reinforce behaviors you like, try to be specific.

· Provide campers with interesting facts, stories, and analogies. Learning new information helps pave the way for more conscious decision-making and more compassionate and aware living.

· Help campers to develop social skills such as team work, communication, and leadership.

· Recognize and accommodate different learning styles.

· Avoid favoritism (campers are very good at keeping score!).

· Positivity and negativity are contagious, so always keep your game face on and work to stay positive.

Effective Classroom Management
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How you manage the classroom is the primary determinant of how well campers will learn, how well the camp schedule will flow, and how safe the campers behave. One of the most important things we can do as camp counselors to manage the classroom is to ensure that our classroom practices and procedures are predictable and consistent. Classroom management refers to all the things we do as teachers to organize campers, space, time, and materials so that learning can take place. Classroom management includes the things we must do to foster camper involvement and cooperation in all camp activities and establish a productive working environment.
Preparing Lessons and Activities for Camp
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All of our camp lessons and activities actively engage campers, providing them with active, hands-on, and meaningful experiences. Each learning experience must have a clear purpose with focused outcomes and objectives. We aim to promote an environment that encourages questions, sharing, feedback, group collaboration, cooperative learning, and real-world problem-solving. 

Our lesson plans and activities are designed to include the following four elements: 
1. Providing information

2. Teaching critical thinking
3. Instilling reverence, respect, and responsibility
4. Offering positive solutions
Prior to the start of your lesson, please ensure that all supplies are stocked and ready. Other classrooms may have been using the materials you will need, so it is important to pay close attention to the schedule to make sure you know where to find what you will need.

Learning Styles
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There are three primary types of learners: visual, auditory, and tactile/kinesthetic. Most people can learn using any one of these styles and most people have one for which they show a stronger affinity. As teachers, we want our lessons/activities to speak to all of the different learners. 

· Visual learners are those who generally think in terms of pictures. They often prefer to see things written down in a handout or on the whiteboard and find other visual learning tools to be extremely helpful. They remember things best by seeing something written.

· Auditory learners are those who generally learn best by listening. They typically like to learn through discussions, lectures, and reading aloud. They remember best through hearing or saying items aloud.

· Kinesthetic learners are those who learn best through touching, feeling, and experiencing that which they are trying to learn. They remember best by writing or physically manipulating information.
Camp Discipline Policy

To help maintain the safety and wellness of campers, staff, volunteers, animals, and the general public, the following discipline policy has been established.

Mild behavior issues such as not following directions, not listening, shouting out..etc. will have the following consequences:

· First offense: Verbal warning from staff

· Second offense: Time-out with other counselor or junior camp counselor

· Third offense: Meeting with Humane Education Manager

Disciplinary action may be taken if a camper displays severe undesirable. Examples of this behavior include inappropriate language, making fun of or insulting others, bullying, using profanity, harming or frightening the animals, physically harming others, or unwelcome actions that make other campers feel uncomfortable.

Severe behavior consequences are as follows:

· First offense: Verbal warning from staff
· Second offense: Meeting with Humane Education Manager; follow-up call to parent/guardian

· Third offense: Discipline report filed; meeting with parent/guardian

· Fourth offense: Removal from camp; no refund will be given in this occurrence

In the event of extreme infractions, the SF SPCA reserves the right to remove a camper from the program immediately without prior warnings.

Every effort is made to accommodate campers with special needs, including campers with behavioral challenges. Parents/guardians of children who need special attention or have behavioral challenges must notify us of the issue in the “additional notes” section of the online registration form. Camp staff is trained to manage many common health and behavioral disorders; however, campers with severe behavioral disorders that may continuously interfere with or disrupt the camp program must have an aide present.
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