
Trainee
Already
Confident
in Task

Observed Task
(Trainee Initial)

Trainer
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Tier 1 2 weeks

Getting Established
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Tour of the clinic/APA
personal email set up
Shelterluv access
exchanging contact information
APAtec Course Trainings 
Crash kit locations
eVoice set up
locking up the clinic
gate lock up
How to request time off

Kennel Tech/General Care
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Sweeping
Making mop water
Mopping
Making up trifectant (1:100)
Making up bleach bottles (1:32)
Never mix cleaning solutions (carcinogenic)
Dishes and litter boxes
Cleaning syringes for oral use
Laundry
Kitty litter types (when to not use litter)
Cleaning kennels
Setting up kennel for incontinent animals
Setting up kennel for ortho patients
Heating pads do's and don'ts
E-collars
EOD check off list

Forms and Protocols
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee



Heartworm Treatment Protocol
HW Treatment Foster/Adopter Handout
Technician role descriptions
Parvo Manual
Vaccine schedule/protocol
Testing schedule/protocol
URI protocols
fading kitten protocol
Hypoglycemia handout for tiny dogs
Diarrhea protocols
Common Bottle Baby illness protocol
Demodex and Sarcoptic Mange protocol
FELV

Isolation Practices
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Gowns and gloves
Preventing disease transmission
Disinfecting kennel and surrounding area
Disinfecting yourself
Trash and laundry
Booties
Zoonosis
use of towels to prevent spread
ringworm
parvo not parvo, calici, panleuk

Shelterluv
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Adding a medical intake
Attaching a file to patient history
Adding a physical exam
Adding a vaccine
Adding preventatives
Adding a treatment
Adding a medication
Adding a medical note
Adding an attribute/pre-adopt note
Forwarding exam request to DVM



Finding and completing dashboard requests
Printing/emailing a medical record
Adding multiples

Intro to Vet Tech Skills
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Nail trims
Giving oral medications
Flea and HW prevention calculation
Strongid dose calculation
Pulling up vaccines
Administering vaccines
SQ Injections

Tier 2 6 weeks from start date (4 week training) 

Communicating with fosters/adopters
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Recognize your audience
Try to put yourself in their place
Know the protocols
Don't give an answer if not sure BUT work on it
CUSTOMER SERVICE

Appointments
Observed Task
(Trainee Initial)

Observed Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Practice Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Taking a patient history 
Asking open ended questions
Active listening
Behavior resources
Reviewing appointment schedule
Heartworm injections (Tier 3)
Explaining medications and treatments
Waitwhile
Microchipping

Filling Medications
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Location of medications



Filling prescriptions
Writing out medications on charts
Printing Rx labels
Pill counters. crushers and cutters
Liquid dispensing- secure container! enough?
Second set of eyes if ever in doubt
Written Rx's for fosters/adopters
Where to put meds for pick up
Where to put TLAC and offsite meds

Technical Skills
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Hospitalized patient care
Out of clinic patient care/board
On site animal medications/board
Overnight fluid requirements
Cephalic blood draws
Saphenous blood draws
SQ injections 
SQ fluid administration
Common abbreviations
Glucose curve
Diabetes handout for foster/adopter

Lab
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Microscope care
Centrifuge and Balancing
Microhematocrit Centrifuge
Sample tube types
Amount of sample for each tube
Requesting lab pick up
Set up fecal float
Fecal direct smear
Ear mite cytology set up
Oil immersion
Stained ear cytology set up
Diff quick staining
Perform skin scrape



Urine dipstick
Set up urine sediment slide
Urine specific gravity with refractometer
Azostick
Understanding cysto
Free catch samples for dogs
PCV/TP
Total protein with refractometer
Glucometer use
Snap tests
thoroughy review labs training handout

Restraint
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Using muzzles
surgery vs exam
less can be more
videos (check google classroom!)
safety and bite reporting
what to do if you get bit

CAT
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

URI protocol
diarrhea protocol
review all cat protocols in binder
nosorb samples
restraint for radiographs
FIV (we are not testing/why)
FELV
Calici
Panleuk
on site cat exams
completing Dashboard
intake!
completing an intake day



DOG
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Took to Successfully 
Complete Task Supervisor Trainee

URI protocol
diarrhea protocol
review all protocols in binder
using muzzles
restraint for radiographs
on site dog exams
dog medical specialists
white board checks
Dashboard request
intake! 
completing an intake day

Hospitalized
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

overview of position
Hospitilization sheets
order of tasks
completing treatments in a timely manner
husbandry vs medical
email and why it is important
filling meds for hospitalized patients
filling at home parvo treatment meds
parvo role
white board checks
completing ppv intake in SL

Reception Email
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Importance level
Courtesy in responding
Forwarding to vets/follow up
responding and acting to emails
Recognizing the audience
Knowing what can be archived without action
Archiving emails
Labeling emails



Sign your name!
Searching the email box
Forwarding to managers
Take action if you email that something will be done

Parvo
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

symptoms
onsite puppies/dogs
offsite/foster
previous history
parvo manual
entering and exiting the ICU
tour of the ward
complete treatment
complete intake
complete ppv intake

Distemper
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

symptoms (videos if none onsite)
onsite puppies/dogs treatment
offsite/foster treatment
previous history/vaccinations
Distemper Protocol Manual
entering and exiting the ward
tour of the ward
complete treatment
monitor QOL & alert vets asap if declining
complete intake

Radiology
Observed Task
(Trainee Initial)

Observed Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Practice Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Creating a profile 
Using the x-ray machine
Restraining for radiographs
X-ray settings and chart
Technique charts
Lead apron, thyroid shield, gloves, badge



Emailing x-rays (directions L of computer!)

Neonatal (at Nursery)
Observed Task
(Trainee Initial)

Observed Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Practice Trainer
Initial & Date

Amount of Time Trainee
Needed to Successfully 
Complete Task Supervisor Trainee

work a shift in nursery!
diarrhea protocol
URI protocol
Fading kitten protocol
importance of acting quickly, always urgent
when it's ok to wait
intake, pen g
wet tail
FeLV test
drawing blood on neonate practice (Tier 3)
Tube Feeding Neonates practice (Tier 3)

Euthanasia
Observed Task
(Trainee Initial)

Observed Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Practice Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Logging euthanasia solution
Euthansia label - trusted journey
Proper bagging/quick removal
Ash return pricing
Sensitive handling

Inventory
Observed Task
(Trainee Initial)

Observed Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Practice Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Backstock cabinet
Whiteboard
Storage locations

Surgery
Observed Task
(Trainee Initial)

Observed Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Practice Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Checking in patients
Surgery disqualifiers (age, weight, illness, etc.)
Kennel/crate labeling
Making surgical scrub gauze



Turning oxygen on and off
Restraint for induction
Monitoring manually - HR, RR, color, etc
Pulse oximeter
Temperature maintenance/heating pads
Surgical clipping
Surgical scrubbing
Expressing bladders practice (Tier 3)
Post S/N medications
Special' surgeries
Discharging patients
Cleaning clippers
Recovery shift (2 shifts) 
Extubation
Work special surgery day with vet!

Donations
Things we definitely use
Where to put things
Throwing things away - it's okay, we promise.
Food - Rx only for the clinic
When we have too much of a good thing

Misc Knowledge
Storm Anxiety & Meds
Shift in cat ISO/Calici
Laundry
Smoke alarm locations/notifications
Campus map with fire extinguishers
Direct emergency contacts (managers, Stephanie, facilities)

Complete Tier 2 Quiz

Tier 3 10 weeks from start date (4 week training) 

Appointments
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Heartworm injections

Filling Medications
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee



Calculating doses
Using the med dosing tables
Filling out Rx labels -legal issues
Injectable dispensing
Potentially harmful drugs - NSAIDS, Ivermectin, Prednisone, Prednisolone
Opaque medications NEVER go IV (ampicillin)
Light sensitive medications
Refrigerated medications
Controlled drugs - filling and logging
Small safe vs large safe
Behavior medication tracking
Behavior medications
sedation drugs and dose chart (dog & cat)

Technical Skills
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Jugular blood draws
IV catheter placement
IV fluid pumps
IM injections (aspirate!)
IV injections

Lab
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Filling out lab requests
Read fecal float
Ear mite cytology reading
Stained ear cytology reading
Read skin scrape
Reading urine sediment slide

Restraint
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Fractious cats
Fractious dogs



Hospitalized
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

demonstrating use of at home parvo tx
Expressing bladder
IV Vitamin C treatment

Neonates
Observed Task
(Trainee Initial)

Trainer 
Initial & Date

Practiced Task
(Trainee Initial)

Trainer
Initial & Date

Amount of Time Trainee
Achieved Successfully 
Completing Task Supervisor Trainee

Drawing blood on neonate
Tube Feeding Neonates 

Complete Tier 3 Quiz
***Working on creating quizzes in Google Classroom for the end of each Tier!


