JOINT ANIMAL CONTROL BOARD MEETING
AGENDA

DATE: Thursday, September 21, 2023
TIME: 8:30 a.m.

PLACE: Rusk County Government Center — 1** Floor Small Conference
Room

Call to Order

Approval of Minutes — August 17, 2023
Public Comment - Limited to five minutes per person

FRCAS

Discussion and Possible Motion
e  Open and Discuss Bids for Cat Room Addition

e Approve Out of County Travel and Training

e Approve Full-Time Employee Job Description

e  Approve Full-Time Employee

e Discuss and Approve which expenses could be paid from gift fund
]

Approve Live Traps and Transport Kennels for Ferat Cats
o Approve Air Conditioner

Monthly Animal Shelter Report
©  Shelter Operation

Budget Review
Review Bills
Next Meeting Date — October 19, 2023

Adjourn

At any tine, a quontm of another County Committee or of the County Board may be present at the meeting to observe the proceedings, but no
action wilt be taken except by those Committee Members for the stated Committee meeting and enly on noticed agenda items.

Please Note: Upon reasonable notice, efforts will be made te aceommodate the needs of disabled individuals. For additional information, or to
request this service, contact the Rusk Cownty Clerk's Office; phone (715)532-2100,

Agenda prepared by Jill Buchhiolz-fones, Chiel Deputy Clerk under direction of the Chair Terry Wedwick
Posted September 18, 2023 at 12:30 p.m.






JOINT ANIMAL CONTROL BOARD MEETING MINUTES

Thursday August 17, 2023 at 8:30 a.m.
Rusk County Government Centet — 1% Floor Small Conference Room

Present: Terry Wedwick, Tom Hanson, Gordon Pedetsen, Nancy Christianson and Tom Cudo.
Others Present: J. Buchholz-Jones, D. Fischey, ]. Spooner, P. Carow and D. Fleming arrived at 8:33 a.m.

Call to Order
Meeting called to order by Chair Wedwick at 8:30 a.m,

Approval of Minutes
Motian by Ciido, seconded by Flanson to approve the July 20, 2023 minutes as presented. Motion carvied,

Public Comment — Public member spoke about agenda items,
FRACAS — Discussed about getting more policy’s in place and follow them strictly.

Discussion and Possible Motion
Animal Surrender Policy — Discussed Animal Surrender Policy with one change under 4) from dog to animals.
Motion by Cudo, seconded by Hanson to adopt the Animal Survender Policy with the change nnder 4) from dog to animals. Motion carvied,

Plunkett Raysich Architects, ITP Contract — Discussion held.
Motion by Christianson, seconded by Crdo 1o delay aceepling the contract with Plunkett Ravsich Architects, LLP till other informalion is

received, Motion varvied.

Purchase of Live Traps and Transport Kennels for Feral Cats — Dawn Fleming, Animal Shelter Manager discussed not
having enough live traps and transport kennels.
Motion by Christianson, seconded by Hanson to purchase 5 Lize Traps and 5 Transport Kennels for np te $1,250. Motion carried.

Monthly Animal Shelter Repott
Shelter count: 47 cats and 7 dogs in shelter, 2 cats in foster.

Budget Review
Reviewed and discussed ateas over and under budget.

Review Bills

Reviewed and discussed bills,

Motion by Cuda, seconded by Hanson to approve the bills. Motion carried.
Next meeting date: September 21, 2023

Adjourn
Motion by Chrictianson, seconded by Pedersen to adjonrn at 10:16 a.m. Motion carried.

Minutes by ). Buchholz, Chief Deputy Clerk







Job Description: Full Time Animal Shelter Worker

08/30/2023

General Function:

Under the direction of the Animal Shelter Manager, this position is the person responsible for the daily cieaning, and
operation of the shelter.

Summary:

Full Time Animal Shelter Worker, under the guidance of the shelter manager, is responsible for ensuring that Daily
cleaning/medicating/vaccinating/health exams and other operations of the shelter are completed and that all standards
of care, set forth by the shelter manager are followed and completed in a timely, sanitary and safe manner.

Specific duties of the Full Time Animal Shelter Worker; under divection of the Shelter Manager

Principle Duties and Activities

1)

2.)

3.)

4.

5.)

Clean all areas of the animal shelter.

a. Dog and cat kennel areas cleaned/disinfected daily
b. Outdoor dog yards checked and feces removed dally.
c. Allfloors in the dog and cat kennel areas, Laundry room and hallway swept and mopped daily.
d, Wipe down all surfaces of the shelter daily.

e, Llaundry datly.

f. Dishwashing daily.

g. Empty garbage’s daily.

h. Wash litterboxes as needed.

i. Clean bathroom and stock supplies as needed.

Food and Water

a.) Give fresh food and water daily,

b.} Use clean food and water bowls,

¢.) Feed appropriate food/with the correct amount.

d.) Follow any/all special feeding instructions,

e.) Ensure that all animals are eating and drinking.

Cleaning and care

a. Clean cat/dog areas as well as interlor rooms.

h. Delegate tasks and rearrange staff/volunteers as needed to ensure cleaning is done safely, effectively and
efficiently as possible.

c. Ensure all areas of the shelter are cleaned and organized.
d. Ensure all food and litter containers are filled.

e. Complete final walk through at the end of the day.

f.  Shut off all light and lock doors upon leaving.

Supply inventory

a. Inform the animal shelter manager when supplies are low and need to be re-ordered,

Communication

a. Report to shelter manager regularly and efficiently

b. Promote positive communication

c. Report any issues with other staff members to the sheiter manager.

d. Communicate daily/weekly with the shelter manager about temperament, health needs, and suggestions for
dogs and cats.
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6.} Enrichment

a.
b.
c.
d.

Ensure that all animals are happy and comfortable,

Notify shelter manager if any animals are not doing well (anxiety, depression and aggression}.
Ensure kennel enrichment takes place daily.

Identify dogs or cats that are in need of extra enrichment ar behavioral modification.

7.} Health and Weliness

el S-S e T o 2 -

Provide health care for animals by administering medications and monitoring health /welibeing.

Ensure all animals are given the appropriate vaccinations at the time they are due

Ensure all animals are given the appropriate d-worming medications

Ensure all animals are given the appropriate flea/tic medications

Ensure all animals are groomed and clean {give baths when necessary) (brush/shave when necessary)
Assist shelter manager with intake exams on all shelter animals: check overall health, behavior, microchip,
spay scar/tattoo

Inform shelter manager immediately if an animal is sick and/or injured. Ensure that these animals receive
treatments for sickness/injuries or are taken to the vet clinic in a timely manner, as indicated by the shelter
manager.

Maintain records on each animals’ health status, including vaccination history, current or previous
iliness/injury, medications used and spay/neuter or other surgical procedures.

Maintain/update all animal to do white board in all areas.

8.) Customer Service/Reception/Adoptions

a.

e B = N o

.

Follow all adoption protocols, when approving adoptions of dogs and cats. {Landlord, vet records, meet and
greet with other dogs in household). Appropriate dog or cat for potential adopters.

Ensure that part-time staff are trained in adoption and are consistently providing accurate information to
adopters.

Answer the phone during normal business hours; take messages if necessary.,

Listen to voicemails, check e-mails daily, reply to ali voicemaiis/e-mails in a timely manner.

Ensure that the Shelter Manager gets all her messages.

Cat/Dog strays: Call owners (if known) ask for rabies vaccination/licensing information if not in computer.
Call owner’s veterinary clinic to verify when the vaccination was given and when it explres.

Cat/Dog impound: Get owner information from dispatch if not on impound form; find out how long owner
will not be available and/or find family members to pick up animal and Jor offer owner to surrender if no
other options are available, Get veterinary recards.

Dog/Cat surrenders: take surrenders when space allows. Get veterinary records.

Record all payments/donations via paper receipt or credit card receipt.

Ensure that all animal forms (stray/impound/surrender/quarantines) are filled out accurately and that all
fines/fees are paid.

Ensure that all veterinary information/exam information and animals’ health status, including vaccination
history, current or previous iliness/injury, medications used and spay/neuter or other surgical procedures
are in the shelter management system.

Ensure other employees are upholding the shelter’s values and mission statement during interactions with
the public and one another {non-judgmenital).

Report any consistent customer service/adoption issues to the shelter manager.

9.} Animal control

a.
b.

Respond to animal control pick ups during the day and during normal business hours.
Respond to after hours animal control pick ups and law enforcement calls.

10.)Euthanasia

a.

Assist shelter manager with euthanasia






11.}Kennel space/population
a. Ensure that each animal has appropriate housing with appropriately size and clean water bowl and bedding.
b. Ensure that animals have appropriate kennel mates.
c. Coordinate with shelter manager to create a plan for movement of animals to create combinations and
move animals to appropriate locations.
d. Coordinate with shelter manager to do a weekly check ensuring animals are marked with appropriate
attributes, assessments, and memas in the shelter management system.
12.)General Maintenance
a. Complete daily, weekly and monthly maintenance checklist tasks
b. Ensure that all maintenance tasks are heing completed safely, effectively and efficlently as possible.
¢. Maintain cleanliness of animal shelter outdoor areas, including dog park.
d. Inform the animal shelter manager of any maintenance prablems or concerns,
e. Inform the animal shelter manager if any supplies need to be ordered from maintenance,
13.1T/Social Media
a. Post all incoming strays on Facebook page.
b. Update the shelter management system to correspond with animals available for adoption.
¢. Update Petfinder and adopt a pet website’s that are linked to our shelter management system.
d. Post all adoptable animals on Facebook and re-post animals still needing to be adopted.
14.}Working with other employees/ volunteers
a. Assist employees/volunteers in the day to day care of the animals in an animal shelter environment,
b, Help train new employees on proper animal care techniques/procedures and proper cleaning/care of all
shelter animals.,
¢. Fill in for other staff members as needed,
15.)Spay/Neuter & TNR
a. Coordinate with shelter manager to ensure all animals are spayed and neutered before adoption.
b. Coordinate with community members helping with the feral cat colonies.
¢. Coordinate with spay/neuter clinics/veterinary clinics regarding scheduling spay/neuter appointments
d. Transport animals to spay/neuter appointments
e. Trap/pick up/drap off/coordinate/schedule spay/neuter/ear tip of feral cats,
16.}Other Essential Duties
a. Schedule and perform nail trims
Give tours of the shelter
Pick up donations from Walmart
Shop for supplies at Walmart

Transport animals to veterinary clinic that are in need of emergency or specialty care.
Other duties as assigned.

@™ Qoo

Qualifications:

Rl e

Have genuine concern, compassion, understanding, and respect for all animals.
Ability to obtain a general knowledge of animal health and ordinances.

Ability to keep accurate records and make clear and concise written and oral reports.
Ability to process computer records.

Ability to work inside and outside in all weather conditions,

Ability to work with the public in a polite and friendly manner at all times.

General working knowledge of equipment and software needed to perform essential

Assist shelter manager with coordinating with other organizations for fundraising events off shelter grounds.
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Desirable Knowledge and Abilities:
1, Effective public relation skills.
2. Work or volunteer experience involving the care, protection, or treatment of animals,

Training and Experience Requirements:
1. Graduation from High School or GED equivalent.

Other Requirements:
1. Possession of good physical health,
2. Compliance with the professional conduct standards of the Animal Control Board.

Physical Requirements;
1. Must be able to kneel (5%), lift up to 50# (15%), stand (50%), sit (25%), and bend (5%).

I have read this document and understand what my duties are:

Date:
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