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 Team Leaders  

Supervisor: Jurisdictional Incident Command

Subordinate Positions: All SMART shelter team members

Position Description: 

The STL’s are responsible for coordination of the SMART Shelter Operation Teams (SOT), communication with overall incident command. The STL’s are responsible for the SOT standard operating procedures (SOP) and the implementation of those procedures through daily briefings, team management, task prioritizations, information management, team accountability, and overall outcome of the response. 

Duties Include: 

· Develop SOP with command staff and overall IC

· Implement SOP through communications and start of shift debriefings

· Communicate status reports to Liaison or IC as appropriate

· Appoint Officers and Team Leaders as needed

· Take situation reports and updates from Team Leaders and Officers

· Determine overall response objectives, and strategy. 

· Set immediate and shift priorities

· Develop and disseminate with PIO daily messages and response needs

· Work closely with Liaison Officers for response needs and reports

· Coordinate with key officials

· Authorize/Approve release of information to community and media in conjunction with PIO 

· Maintain overall responsibility for fiscal, equipment, safety, and personnel accountability.

· Ensure accountability

· Ensure documentation and proper reporting procedures are followed

 Safety Officer

Supervisor: Shelter Team Leaders

Position Description: 

The Shelter Operations Safety Officer (SO) is responsible the overall safe operations of the animal shelter operation efforts. Immediate supervision tasks are outlined to prevent accidents and protect the life and health of the shelter personnel; tasks include supervision of operations, accountability, and coordination of security measures. The SO is responsible for the collection of reports and filing proper documentation on any hazards and injuries. The SO reports directly to the STL on duty. The Safety Officer shall appoint a deputy to assist in the oversight of the operations procedures. The safety officer or their appointed deputy may halt any operations at any time in the interest of ensuring immediate volunteer and/or public safety. 

Duties Include:

· Develop and implement SOP for emergency sheltering operations regarding shelter safety

· Conduct random team task safety checks for procedures or equipment usage

· Report hazards and conditions to STL

· Report, document, and follow up on any injuries to responders and volunteers

· Ensure proper use of personal protective equipment

· Develop and be familiar with emergency evacuation and medevac considerations

· Identify potential hazards

· Attend daily shift briefings and update shelter personnel on current safety/hazard considerations

· Enforce team duty limits

· Ensure some form of security 

· Ensure medical rehab for all responders

 Security Team Leader

Supervisor: Shelter Safety Officer

Subordinate Positions: Security deputies as assigned

Position Description: 

The Shelter Operations Security Team Leader is responsible the overall security operations of the animal shelter. Immediate supervision tasks are outlined to prevent theft and protect the life and health of the shelter volunteer, animals housed within the shelter and equipment; tasks include supervision of other security volunteer, perimeter enforcement, risk identification, and general enforcement of security policies. The Security Team Leader is responsible for collecting reports and filing proper documentation on any thefts, or breaches of security. The Security Team Leader reports directly to the Shelter Safety Officer. The Safety Officer shall appoint deputies to assist in the oversight of the operations procedures, in this case the Security Team may report to the appointed deputy. 

Duties Include: 

· Develop and implement SOPs for emergency shelter operations 

· Enforce perimeter security

· Report hazards and conditions to Shelter Safety Officer

· Ensure that all shelter security procedures are followed 

· Develop and be familiar with emergency evacuation

· Identify potentially precious items that may be considerations for theft 

· Attend daily shift briefings and update volunteer on current safety/hazard considerations

· Supervise the Security Team Members in their assigned field duties

 Finance/Administration Officer

Supervisor: Shelter Team Leaders 

Subordinate Positions: Donations Manager, Records/Tracking Officer, Database management and others as assigned.

Position Description: 

The shelter Finance/Administrative (F/A) officer is responsible for the overall administrative functions within the emergency shelter efforts. The F/A is also responsible for tracking all financial costs and personnel hours during the response and recovery phase of the incident. The F/A may be authorized to sign purchase orders and will be appointed to manage all check requests and bills to be paid. The F/A will also be responsible for obtaining, filing, and storing all reports and documents during and after the response. 

Duties Include: 

· Supervise and track all financial aspects of an incident

· Track expenditures and report to headquarters

· Coordinate any required wire transfers and disbursement requests with headquarters

· Manage all office functions (faxing, copying, filing, etc) 

· Maintain accountability and reporting requirements in accordance with SMART SOPs

· Ensure accurate record keeping of all functions

· Ensure accurate recording keeping of daily personnel hours, especially volunteer responders

· Manage vendor contracts, leases, and equipment time records with logistics Officer

· Follow up with all injury, compensation, and property issues and claims

· Prepare and provide all incident cost analysis and reports

· Work closely with Donation Management to track all financial donations and in-kind goods or services. 

 Logistics Officer

Supervisor: Shelter Operations Team Leaders

Subordinate Positions: Volunteer Coordinator, Supply Officer, Communications Officer and others as assigned

Position Description: 

The Shelter Operations Logistics Officer is responsible for ensuring that needed equipment, personnel, supplies, and services are available for the Shelter Operation Team. The Logistics Officer will oversee all supply and demand procedures, and will ensure complete and accurate record keeping for all incoming and distributed supplies. Also, coordination with the command staff is essential for effective logistics support

Duties Include: 

· Identify, define and acquire immediate needs of team

· Establish/utilize the management/accountability system for team equipment and supplies

· Utilize the established support request procedures

· Determine/establish the ability to obtain, move, and store resources

· Evaluate requests for additional personnel and skilled response needs

· Administer the volunteer orientation program on scene for unaffiliated volunteers

· Work with operations and command to determine communications needs and supervise the administration of those needs.

· Track and maintain all equipment

· Supervise all incident support needs except that of aviation

· Supervise all donation acquisition and requests for supplies to be donated 

· Coordinate donations requests thru PIO and Liaison.

· Ensure food, water, supplies, accommodations for all shelter volunteers

· Complete and accurate record keeping is paramount.

 Operations Officer

Supervisor: Shelter Operations Team Leaders

Subordinate Positions: Shelter supervisors, shelter staff and volunteers

Position Description: 

The Shelter Operations Officer is responsible for overseeing all aspects of the response that involve direct sheltering with animals impacted by the disaster. Operations Officer is responsible for ensuring proper procedures are followed per the Shelter Operations Team’s SOPs. The Operations Officer is also responsible for ensuring that proper paperwork is completed and filed accordingly. The position will report directly to the STL on duty and will conversely disseminate all daily information or changes in operational tactics to all subordinate positions.

Duties Include: 

· Attend daily shift briefings and conduct group briefings and updates as needed

· Direct management and oversight of all tactical response functions

· Establish appropriate tactical divisions as incident warrants

· Appoint and supervise appropriate supervisors in each tactical division

· Advise STL on operational/tactical section of the SOP

· Request additional resources from logistics as needed

· Maintain close communications with command staff for overall response considerations

· Oversee coordination with field operations and veterinary services

· Determine communications needs and develop a communications plan with logistics officer

· Compile daily situations analysis and complete appropriate reports

 Planning Officer
Supervisor: Shelter Operations Team Leaders

Subordinate Positions: All Planning Function Positions

Position Description: 

The Shelter Planning Officer is required to maintain constant vigilance for potential changes that will need to be made in operational procedures. The planning officer will have to monitor for changes in weather conditions, potential needs for additional or specialized personnel, and escalation or de-escalation. The planning officer will report directly to the STL on duty and will coordinate planning functions with the liaisons and the operations officer. 

Duties Include: 

· Collect, evaluate, process, and disseminate information on situation for the purpose of planning. 

· Monitor weather and scene conditions

· Prepare next shift briefings

· Prepare daily planning situation reports and discuss potential needs with command staff

· Assess resource capacity for response

· Collect, organize, and map all incident intelligence

· Develop and assist in implementation of de-mobilization plan

· Establish and enforce an emergent volunteer program

· Assist in initial damage assessment and resource identification for deployment

· Coordinate ongoing assessment and changing situational needs with command staff

· Identify needs not being met by overall SOP.

 Animal Sheltering Supervisor

Supervisor: Operations Officer

Subordinate Positions: Shelter staff and volunteers

Position Description: 

The Sheltering Supervisor is responsible for the control and coordination of all animal sheltering issues. The Supervisor should have a wide range of animal husbandry skills and be able to communicate and organize efforts. The position will attend and participate in daily or shift briefings and de-briefings with the Operations Officer, complete reports, and manage subordinate positions. The supervisor should help set and enforce animal sheltering standards, and working with the logistics section will ensure that all animal needs are met. 

Duties Include: 

· Oversee all animal shelters and shelter operations

· Conduct shift briefings for animal sheltering staff

· Give reports at daily briefings and debriefings as requested by command

· Set and ensure compliance with animal sheltering standards for sanitation, humane treatment, and general care

· Will ensure proper equipment and accommodations are available through logistics

· Will coordinate efforts with other shelter supervisors at all emergency shelters

· Oversee and approval all supply requests from Sheltering Teams

· Report directly to the Operations Officer on any concerns, issues, complaints, or needs

· Will conduct spot checks on all emergency animal shelter areas to ensure compliance with care and sanitation standards

· Request additional resources as needed

· Ensure complete and accurate documentation using appropriate forms

· Collect and ensure proper storage of all sheltering forms.

Specialized Shelter Team Leader

Supervisor: Animal Sheltering Supervisor

Subordinate Positions: Sectional Team Members

Position Description: 

The Animal Shelter Section Leader will report directly to the Animal Sheltering Supervisor. The section leader will be assigned to deal specifically with one section of the animal shelter, (example: companion vs. equine.) The section leader will be the immediate supervision for the sectional team members and emergent assigned volunteers. 

Duties Include: 

· Ensure that all team members follow all SOPs that relate to their job descriptions

· Work directly for the care of any animals in the shelter

· Check all animals at end of daily shift to ensure that all have water and are safe and a accounted for

· Complete a daily shift pass on log

· Give a shift report and census to Animal Sheltering Supervisor

· Coordinate with Animal Sheltering Supervisor for any animal needing medical care

· Request any needed supplies through Animal Sheltering Supervisor

· Ensure proper documentation of all animal interactions and any special notes on animal conditions

· May be directly involved in training volunteers 

· Stocking any necessary supplies

· Inspects and ensures safety and quality of supplies especially food and water

· Assist with intake and proper placement/housing of animals

· Assist with disposition of animals

· Assign tasks to team members as needed

· Ensure sanitary conditions in shelter at all times

  Volunteer Coordinator
Supervisor: Sheltering Logistics Officer

Subordinate Positions: As assigned

Position Description: 

The Volunteer Manager is responsible for management of volunteers in the disaster effort. The position will require the ability to interview and screen potential volunteers at all emergency shelters. The position will also be responsible for establishing tracking procedures to document all volunteer hours, contact information, and liability releases.

Duties Include: 

·  Identification of volunteers and assignment of tracking procedures

· On scene screening and training of emergent volunteers

· Determination of appropriate tasks for volunteers

· Documentation of any volunteer tasks, injuries, etc

· Ensuring that all volunteers are briefed daily on tasks and daily needs
· Maintain Paperwork management especially for liability releases for all on scene volunteers
11.  Donations Manager 
Supervisor: Logistics Officer 

Subordinate Positions: As assigned

Position Description: 

The Donation Management Officer is responsible for overseeing all donation components of the incident response. The manager works to oversee all incoming donations of goods, services, and money, as well as coordinating the disbursal of donations to the public. The Donations Manager may appoint a deputy as needed. 

Duties Include: 

· Coordinate with Logistics Officer and PIO on what donations are needed and what donations have come in

· Maintain a log of all donations as per the SOP’s

· Maintain accurate records for people who have made financial donations

· Maintain contact with F/A Officer and membership for donor recognition

· Work with logistics section chief or appoint logistics deputy to store and transport donated goods

· Maintain all tracking paperwork

· Report at least once per shift to Logistics Officer and more frequently as needed

· Attend shift briefings and debriefings

· Contact businesses for donations

· Turn in all donation forms to the Finance/Administrative Officer each day

· Keep log of all donation contacts including returns and rejections

· Communication with donation deputy
· Updates supply list for the Logistics Officer and the Animal Shelter Supervisor
12. Intake/Disposition Supervisor

Supervisor: Sheltering Supervisor

Subordinate Positions: As assigned

General Position Description: 

The Intake/Disposition Supervisor oversees the intake and release functions of the emergency shelter. The position will involve documentation of all animals brought into the shelter, and completion of any paperwork in regards to animals that are returned to owners or otherwise moved out of the shelter.

Duties Include: 

· Assigning animal tracking numbers as animals are brought into the emergency shelter

· Completion of all intake paperwork

· Assignment of an adoption/return to owner counselor

· Tracking of any animals rescued and taken to other facilities (e.g., veterinary care facility) 

· Coordination of all animal tracking with medical, rescue, evac/transport, foster care, and adoption/return to owner.

· Coordinating the found animal database or information system

· Closing out all open paperwork for all types of disposition of animals

INTAKE PERSONNEL:

Supervisor: TBD
Subordinate Positions: TBD
Position Description: Intake personnel are responsible for assisting in the processing of all incoming animals into the animal disaster relief shelter.  Involves filling out forms both as a hard paper copy and inputting into a computer database such as Petfinder.  
Duties Include: 

· filling out intake forms clearly and legibly

· assigning animal tracking numbers

· entering intake forms onto computer database  

· must be able to interpret animal medical records for vaccines, medical conditions

· people skills (when dealing with upset owners)

· be able to use a microchip scanner

· ability to take clear photos using digital camera

There will be separate intake stations designated for:

· livestock

· dog/cat

· small animals

· exotics

EXPORT PERSONNEL:

Supervisor: TBA
Subordinate Positions:  TBA
Position Description: Export personnel are responsible for assisting in the processing of all transfers, adoptions, fostering or return to owners when animals are exiting the animal disaster relief shelter.  Involves filling out forms both as a hard paper copy and inputting into a computer database such as Petfinder.  
Duties Include: 

· filling out export forms clearly and legibly

· entering export forms onto computer database  

There will be separate export stations designated for:

· livestock

· dog/cat

· small animals

· exotics

ANIMAL HANDLER:

Supervisor:  TBA
Subordinate Positions:  TBA
Position Description:  Animal Handlers will be responsible for handling, and restraining animals during the intake process and duration of shelter care.  Previous handling experience preferred.
Duties Include:

· ability to keep animals from greeting or being exposed to one another

· proper restraining technique   

· dependant on species

· (i.e. muzzling a dog, scruffing a cat, twitching a horse, ect)  

· ability to remove and return animals to and from carrier/crates

There will be separate handlers designated for:

· livestock (large animals)

· dogs/cats

· small animals
· exotics
ANIMAL WALKER:

Supervisor:  TBA
Subordinate Positions:  None
Position Description: Responsible for walking on an established schedule, in a designated area.  This includes picking up after the animal too.  It is important when walking animals to keep them separated from one another to prevent fights from breaking out and possibly spreading disease.  

Duties Include:

· walking animal for relief, or exercise

· keeping animals separated and at a safe distance from one another

· picking up feces using proper waste disposal equipment

There will be separate walkers designated for:

· livestock (large animals)

· dogs

ANIMAL FOOD PREPARERS

Supervisor:  TBA
Subordinate Positions: None
Position Description:  Responsible for feeding and watering the animals on a regular schedule while they are being cared for at the animal disaster relief shelter.

Duties Include:

· preparing food according to specific animals needs

· preparing special diets (at vet recommendation)

· making sure animals have a constant supply of water

There will be separate food preparers designated for:

· livestock (large animals)

· dogs and cats

· small animals

· exotics

ANIMAL FOOD AND SUPPLY ATTENDANT

Supervisor:  TBD
Subordinate Positions:  TBD
Position Description: Responsible for receiving and distributing donated food and supplies to members of the public that have been affected by the disaster and come to the animal disaster relief shelter in need of these items.  

Duties Include:

· unloading large supplies of donated food when they arrive

· keeps the donated food and supply area organized

· need to be able to lift 50 pounds bags of food

· distributes food and supplies accordingly

Separate attendants designated for livestock vs. dogs/cats/small animal
KENNEL ATTENDANTS

Supervisor: TBD
Subordinate Positions:  TBD
Position Description: Cleans/disinfects cages being used by animals on a daily basis, to include cleaning and changing litter boxes.  Cleans and disinfects cages/runs in between being used by different animals.  Notifies the Shelter Coordinator of any situations involving animals that need special attention, i.e. an aggressive animal, a sick animal, an animal in need of grooming.

Duties Include:  

· must practice proper Hazmat procedures and sanitation protocols

· must have a good understanding of animal behavior

· kennel attendants must be comfortable working around feces..

Kennel attendants will be designated for:

· isolated animals (experience in zoonotics/rabies protocol)

· aggressive animals (experience working with aggressive animals)

· all others (normal)

BARN ATTENDANT

Supervisor: TBD
Subordinate Positions: TBD
Position Description: Mucks/disinfects stalls being used by livestock on a daily basis.  Cleans and disinfects stalls/runs in between being used by different livestock species.  Notifies the Shelter Team Leaders of any situations involving animals that need special attention, i.e. an aggressive animal, a sick animal, an animal in need of grooming.

Duties Include:  

· must practice proper Hazmat procedures and sanitation protocols

· must have a good understanding of livestock animal behavior

· barn attendants must be comfortable working around large animals

Barn attendants will be designated for:

· isolated animals (experience in zoonotics/rabies protocol)

· aggressive animals (experience working with aggressive animals)
· all others (normal)
ANIMAL BEHAVIORIST

Supervisor: TBD
Subordinate Positions:  TBD
Position Description:  The animal behaviorist is responsible for assessing temperament of animals both coming into the shelter and during their stay at the shelter.  Previous behavior experience required.

Duties Include:

· assessing aggression

· assessing stress levels

· assessing fear aggression
GROOMERS

Supervisor: TBD
Subordinate Positions:  TBD
Position Description: Responsible for bathing and clipping animals for health and comfort reasons.  Groomers will be designated for livestock, dogs/cats/small animals.

CAGE ASSEMBLERS

Supervisor: TBD
Subordinate Positions:  TBD
Position Description: Responsible for assembling a variety of different cages and runs to house animals.  

The following jobs do not require exposure to animals:

INFORMATION TABLE ATTENDANT – Responsible for interacting with the public arriving at the animal disaster relief shelter.  Requires the ability to learn information quickly, deal with the public in a patient manner, the ability to assess situations quickly and provide members of the public with information that is correct and helpful.

LOST INFORMATION RECORDER – Responsible for working with members of the public who have lost an animal during a disaster.  Helps these people complete the Lost Animal Form, if necessary.  As new animals arrive at the animal disaster relief shelter, the Lost Information Recorder volunteer tries to match animals at the facility with ones that have been reported missing.  This position requires being patient and sympathetic with those who have lost an animal.

DATA ENTRY CLERK – Responsible for entering information onto established data bases for purposes of tracking animals and/or supplies during a disaster.

HISTORIAN - Responsible for assisting the Animal Intake Coordinator in keeping statistics on the number if animals arriving and departing from the animal disaster relief shelter.  In addition, this person is responsible for helping to keep a daily log of major events at the animal disaster relief shelter.  This information is supplemented with still photos and video footage.

OFFICE FILE CLERK - Responsible for working with the Animal Intake Coordinator to make sure the filing in the Animal Intake Area is kept up-to-date.  If photocopying is available and needed, this position is responsible for completing requested copying.

ERRAND RUNNERS – OFF SITE – Responsible for responding to requests to run errands in the local community.  Needs to be a resourceful person who has a good sense of direction.  The ability to quickly assess situations and prioritize needs is essential.

JANITOR/GROUNDS PERSON – Responsible for keeping bathroom/port-a-potties clean, and arranging for dumping service if necessary.  Making sure the property (both inside and out) where the animal disaster relief shelter is located remains free of litter and clutter, and is kept as clean and sanitized as possible.

SANITATION PERSON – Responsible for removing garbage from the animal disaster relief shelter to whatever type of dump or landfill is open and operating in the area.

SIGN POSTERS – OFF PREMISES – Responsible for displaying signs/flyers in the community directing the public to the animal disaster relief services.  Makes sure that as the animal disaster relief shelter closes down all the signs/flyers that have been put up, are then taken down.
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