
RESOLUTION NO. 2015-14
A RESOLUTION OF THE UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT TO APPROVE AND ADOPT REVISIONS TO TITLE1: ORGANIZATION & ADMINISTRATION, SECTION 01.05.1: REQUESTS FOR INFORMATION, SECTION 01.08: HOURS OF OPERATION, SECTION 01.09: FACILITY ACCESS AND 01.11: VISITORS IN THE STANDARD OPERATING POLICY MANUAL.

WHEREAS, the Administrative Control Board of the Uintah Animal Control and Shelter Special Service District desires to Approve and Adopt Revisions to Title 1:Organization & Administration, Section 01.05.1: Requests for Information, Section 01.08: Hours of Operation, Section 01.09: Facility Access and 01.11: Visitors in the Standard Operating Policy Manual.
SECTION 1.  This section being revised.
UINTAH ANIMAL CONTROL & SHELTER SPECIAL SERVICE DISTRICT

STANDARD OPERATING MANUAL

TITLE 1: 
ORGANIZATION & ADMINISTRATION

______________________________________________________

(Revised by Resolution No. 2009-14 on November 5, 2009)(Amended by Resolution No. 2014-05, March 21, 2014)
01.01: ORGANIZATION & ADMINISTRATION
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01.01.1: ADMINISTRATIVE CONTROL BOARD
The Administrative Control Board, (hereinafter “the Board”), shall oversee the operation of the Uintah Animal Control & Shelter Special Service District, (hereinafter “the District”).

01.01.2: EXECUTIVE DIRECTOR 
The Executive Director shall serve as the Executive Officer (non-voting) to the Board. The Director shall be solely responsible for the administration of the District under the general direction of and policies adopted by the Board. The Director shall recommend such policies and procedures to the Board that will promote more efficient operation and administration of the District and improve services to its patron. The Director shall hire and supervise all District Personnel in accordance with Title 17A, Chapter 6 of the Utah Code, and the merit system, personnel policies and procedures, and compensation plans approved by the Board in compliance with Utah law.

The Executive Director shall be responsible for all properties belonging to the District and shall submit monthly and annual reports to the Board on the progress, activities, and finances of the District. The Executive Director shall have the authority to sign any and all legal documentation on behalf of the District, including all procurement documentation if that documentation has been authorized by the board or is under normal procurement procedures as stated in the Uintah Animal Control and Shelter Special Service District Purchasing Policies and Procedures. The Executive Director shall serve as an appointed employee of the District, and shall not be considered a merit employee.
01.01.3: SHELTER MANAGER
The Shelter Manager, under the supervision and direction of the Executive Director, will be responsible for the hiring of new shelter staff, and be responsible for the supervision, management and training of all shelter employees, and, volunteers, with all aspects of daily shelter operations and management. The manager will act as a liaison and coordinate with animal welfare and rescue groups, special community outreach and public educational programs relating to the shelter environment. The manager will oversee animal adoptions, educated the public on responsible animal ownership and care and will assist the Executive Director in budget development and implementation for the shelter department.
01.04.4: ANIMAL CONTROL SUPERVISOR
The Animal Control Supervisor, under the supervision and direction of the Executive Director will be responsible for the hiring of new animal control officers and, be responsible for the supervision, management, and training of all animal control officers, and volunteers. The supervisor will oversee and coordinate field services, administrative work, preparation of court cases, and public educational programs. The supervisor will coordinate with and assist law enforcement agencies, and other related entities on animal related issues and will assist the Executive Director in budget development and implementation for the animal control department.
01.01.5: DISTRICT PERSONNEL
District personnel are employees of the District and are subject to the District merit system, personnel policies and procedures, and compensation plans approved by the Board. All District personnel are under the supervision of the shelter manager or animal control supervisor and direction of the Executive Director and shall be managed in conformity to Title 17A, Chapter 6 of the Utah Code, as stated in the Administrative Control Board Bylaws.

01.02: CHAIN OF COMMAND

All District employees are expected to adhere to the chain of command for resolution of complaints, conflicts or problems. Employees will generally not go to the next level in the chain without having exhausted all remedies at the current level. The current level of supervision will be notified that the employee is pursuing the next level of review.

01.03: ENFORCING ANIMAL LAWS AND ORDINANCES

It is the purpose of the District to enforce all animal related regulations and ordinances within its jurisdictional boundaries, to ensure the welfare of the animal(s) and the public thru investigation and resolution of all reported complaints and violations, using both a pro-active educational response and a reactive enforcement response was needed, and to capture, restrain and contain all stray animals and estray livestock not only for their welfare, but to provide a safer environment for domestic animals and the public.
01.04: DOCUMENTATION AND TRACKING

It is the policy of the District to assure a consistent, accountable and reliable tracking and documentation system for both the shelter and animal control departments.

01.05: MEDIA CONTACTS

District employees will not give interviews, information or comment on or about any District related activities or employees to any members of the print or broadcast media, without prior approval from the executive director.

01.05.1: REQUESTS FOR INFORMATION

Any requests for information or interviews form members of the broadcast or print media are to be referred to the executive director, who is also the designated Public Information Officer (PIO) and Chief Records Clerk Officer for the District. If the executive director is unavailable, the media representatives may be referred to the Administrative Control Board, the contracted Human Resources Director and/or the District’s Attorney.

01.06: COMMUNITY INTERACTION

Support from District employees, volunteers and members of the public is essential if the goals and objectives of the District are to be achieved. Support and cooperation can best be gained through satisfactory contacts. Therefore employees will:


(1) Be accountable, consistent, courteous, respectful and responsible in their verbal communications and actions, to the needs of other employees and the public and by conducting themselves in a professional manner at all times.

01.07: AREA OF SERVICE

The District will provide animal control and shelter services to all municipalities within Uintah County, including all unincorporated communities located in the County.
01.08: HOURS OF OPERATION
The District shelter is open to the public five (5) six (6) days a week. It is closed on Sundays and Wednesdays and all most holidays. Saturdays it is only open for two (2) hours, from 10:00 a.m. to 12:00 p.m. Public hours during the rest of the week, are from 10:00 a.m. to 4:00 p.m., with the exception of Mondays, which are from 10:00 a.m. to 5:00 p.m. Public hours during the spring and summertime are; Monday, Tuesday & Thursday 8:00 a.m. to 5:00 p.m., Wednesday 8:00 a.m. to 12:00 p.m., Friday 8:00 a.m. to 4:00 p.m. and Saturday 10:00 a.m. to 12:00 p.m.

Fall and winter hours are; Monday, Tuesday, Thursday and Friday 8:00 a.m. to 4:00 p.m., Wednesday 8:00 a.m. to 12:00 p.m., and Saturday 10:00 a.m. to 12:00 p.m. Animal Control services are available seven (7) days a week, with a rotational “stand-by” status for emergency after hours & Sunday call outs. Animal Control works a standard eight (8) hour shift on Saturdays. Animal Control officers are on an “on call” status for all paid District Holidays and Declared Animal or Agricultural Emergencies or Disasters.

01.09: FACILITY ACCESS
District employees may have access to the shelter facility and grounds outside of normal working hours only for emergencies and/or other approved necessary work related functions. and with All employees must have the knowledge and approval of the shelter manager and/or animal control supervisor. Designated volunteers may accompany District employees at the discretion and with the approval of their supervisors. Animal control officers rotate stand-by status weekly for emergency after hour’s calls. The executive director will notify either the shelter manager or a board member, if he/she will be working after hours at the shelter.
01.10 SMOKING

Cigarette smoking is allowed outside the shelter in a designated area, as determined by the shelter manager. Smoking will not be allowed anywhere near the livestock pens, hay storage area, manure pile or anywhere else there may be flammable or combustible materials.
01.11 VISITORS

All visitors must check in at the front desk and have a District employee or designated volunteer accompany them at all times when viewing or locating animals. All visitors, including 501c3 rescue group volunteers must check in at the front desk and have a District employee accompany them at all times when touring the kennels or other areas of the District facilities.
SECTION 2. Severability. The Provisions of this resolution shall be severable and if any provision thereof or the application of such provision under any circumstances is held invalid and it shall not affect the validity of any other provision of this resolution or the application in a different circumstance.
SECTION 3: Effective Date. This resolution shall take effect upon approval and adoption.
PASSED, ADOPTED AND ORDERED published this 16th day of October, 2015.

______________________
Chair-Person

ATTEST:

_______________________

Secretary


