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This handbook explains what I do, how I do it and the arrangements I keep in place to protect the health, safety and welfare of every dog boarded in my home. I use it as my day-to-day operating document for The Fast and the Furriest. I follow the Animal Welfare (Licensing of Activities Involving Animals) (England) Regulations 2018, current Defra statutory guidance, veterinary advice and any specific directions issued by Cannock Chase District Council.


Using this handbook
I am the licence holder and the person responsible for carrying out these procedures. I keep a printed copy where I can reach it quickly and retain an electronic backup. I review the handbook at least annually and sooner after an incident, a change to the premises or service, new veterinary advice, or updated licensing requirements.
Core operating rules
I do not exceed the maximum number or type of dogs stated on my licence. I include my resident dogs when deciding whether I can safely accept a booking.
I complete records clearly, keep them available for inspection and retain licensing records for at least three years. I back up electronic records.
I do not admit a dog that shows signs of infectious illness unless a veterinary surgeon confirms that boarding is appropriate.
I give each boarded dog, or compatible dogs from the same household, a suitable sleeping and resting area and maintain the ability to separate dogs using the Dog Sun Room, kitchen or spare bedroom.
I obtain written owner consent where it is required, including for mixing dogs, group walking, shared sleeping arrangements, transport and veterinary treatment.
I use calm, reward-based handling. I never use punishment or any method that causes fear, pain, suffering or injury.
I contact a veterinary surgeon promptly if I identify illness, injury, pain, abnormal behaviour or another welfare concern.
Key contacts
	Contact
	Name and details

	Registered veterinary practice
	Vets for Pets Cannock - 01543424100

	Out of hours vet
	01902218189

	Emergency key holder within 30 minutes
	Debbie Williams - 07944404572

	Alternative emergency accommodation
	____________________________________________

	Local authority licensing team
	Cannock Chase District Council

	Emergency services
	999

	Non-emergency police
	101
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SOP 01
Booking assessment and trial sessions
	Control
	Requirement

	Purpose
	Accept only dogs whose needs can be met safely and lawfully.

	Responsibility
	I am responsible as the licence holder

	When
	Before every first booking and whenever circumstances change



Procedure
1.  When I receive an enquiry, I complete a pre-admission assessment before confirming the booking. I record the dog’s identity, microchip number, health, vaccinations, parasite treatment, diet, medication, behaviour, exercise needs, usual routine, veterinary practice, insurance and emergency contacts.
2.  I check current vaccination evidence before the stay. I confirm that the primary course was completed at least two weeks before boarding and record any accepted titre certificate or kennel cough vaccination requirement.
3.  I ask the owner about aggression, resource guarding, escape behaviour, separation distress, reactivity, bite history, destructive behaviour, toileting, allergies, fear triggers, recall, crate use, interactions with children and compatibility with other dogs.
4.  I arrange a meet and greet at the property. I introduce the visiting dog to my resident dogs gradually and supervise the interaction. I use the kitchen, Dog Sun Room and internal doors to maintain separation whenever it is needed, and I record the outcome of the introduction.
5.  For a stay longer than three nights where more than one dog will be present, I arrange an overnight trial when this is needed to confirm that the dog settles safely in the home.
6.  I explain the home routine, sleeping arrangements, exercise, emergency procedures, consents, cancellation terms and items the owner must provide. I refuse or postpone a booking if I cannot meet the dog’s needs safely or comply with my licence conditions.
Records and evidence
Completed client and dog record
Vaccination and parasite evidence
Risk assessment and trial-session record
Signed consent form and booking agreement
SOP 02
Arrival admission and departure
	Control
	Requirement

	Purpose
	Control handovers and confirm that every dog arrives healthy with complete instructions and leaves with an accurate report.

	Responsibility
	I am responsible as the licence holder

	When
	Every admission and departure



Procedure
1.  I arrange one arrival or departure at a time. Before I open the front door, I secure my resident dogs and any boarded dogs behind a closed internal door. The arriving dog enters through the front door and is taken directly into the kitchen. I close the kitchen doors and block access to the stairs while I speak with the owner.
2.  In the kitchen, I check the dog against the booking record and carry out a visual and hands-on check appropriate to the dog’s temperament. I check general condition, eyes, nose, coat, mobility, behaviour, parasites, wounds and any signs of vomiting or diarrhoea. I take a current photograph of the dog for identification in case it goes missing. I do not admit a dog showing signs of infectious illness without veterinary clearance.
3.  I complete the handover document with the owner and record the arrival time, emergency contacts, veterinary details, food, medicines, dose instructions, belongings and any changes since the assessment. I label the dog’s belongings and place them in its own allocated kitchen cupboard. I check medicines in, keep them in their labelled packaging or a clearly labelled personal container, and record them on the handover document. Chilled food or medicine is placed on the empty shelf reserved for the dog in the refrigerator.
4.  I check the dog’s collar or harness and identification tag before the dog is taken outside. The tag shows my boarding contact details as required.
5.  After the owner discussion, I take the dog into the living area for a settling-in period. I play with and comfort the dog while the owner leaves quietly and closes the door behind them. Once the dog is calm, I allow it supervised access to the house and enclosed garden so it can explore at its own pace. I observe from a short distance and record appetite, toileting and behaviour during the first hours.
6.  At collection, I secure all other dogs before opening the door, confirm the collector, return the dog’s medicines and belongings, and complete an end-of-stay handover covering food, water, exercise, toileting, medication, incidents and any health or behaviour changes. I record the departure time and payment where applicable.
Records and evidence
Arrival and departure register
Property and medication handover checklist
Daily care record
Incident record where applicable
SOP 03
Capacity accommodation and separation
	Control
	Requirement

	Purpose
	Provide safe domestic accommodation, sufficient space and immediate separation when needed.

	Responsibility
	I am responsible as the licence holder

	When
	Before each booking and checked daily



Procedure
1.  Before accepting overlapping bookings, I check the licensed capacity, the number and size of dogs, household groups, my resident dogs, sleeping arrangements and each dog’s individual needs. I never exceed the maximum number stated on my licence.
2.  After the settling-in period, a boarded dog can use the living areas of the house and the enclosed garden under my supervision. The dog can sleep in the spare bedroom with its own bed or comfortable bedding. If the owner gives permission and this matches the dog’s normal routine, the dog may sleep in the main bedroom and on the bed.
3.  I use the Dog Sun Room and the kitchen as separate, secure areas whenever dogs need space from one another, during feeding, or while doors are being opened. The spare bedroom can also be used as an isolation room. I do not use sheds, cages, balconies, garages, cupboards, lofts or other unsuitable spaces for boarding.
4.  I check windows, external doors, internal doors, gates and garden fencing every day. Windows within the house are either kept locked shut or secured in an open position using a locking latch that prevents a dog from escaping. I keep two physical barriers between a dog and an external entrance whenever a door is being used, and I close access to the stairs during arrivals and departures.
5.  I provide comfortable bedding, fresh water and safe enrichment resources. The enclosed garden is kept clear and contains no plants or shrubbery known to be harmful to dogs. I separate dogs immediately if I observe tension, illness, bullying or competition over food, toys, resting places or attention.
6.  I only use a crate for a dog that is already comfortable with one, where this forms part of its usual routine and the owner has given written consent. I do not keep a dog in a closed crate for more than three hours in any 24-hour period.
Records and evidence
Capacity and room allocation sheet
Daily premises check
Owner consents for shared accommodation or crate use
SOP 04
Daily welfare monitoring and handover
	Control
	Requirement

	Purpose
	Identify and act on changes in health, behaviour and welfare.

	Responsibility
	I am responsible as the licence holder

	When
	Throughout every boarding day



Procedure
1.  I receive a completed handover document from the owner at admission. I observe each dog throughout the day, including at feeding, water checks, toileting, walks, play, rest and bedtime. I increase checks for puppies, older dogs, nervous dogs, dogs receiving medication or dogs with health conditions.
2.  During my checks I look at appetite, water intake, urination, faeces, mobility, breathing, coat, eyes, ears and general comfort. I also watch for pain, injury, disease, parasites, stress, fear, anxiety, aggression or any change from the dog’s normal behaviour.
3.  I record food, water, toileting, walks, enrichment, medication, rest and significant observations on the dog’s daily care record. I use these records when I update the owner and during the collection handover.
4.  If I identify a concern, I make the dog safe, separate it where necessary and use my canine first-aid training within my competence. I contact the dog’s veterinary practice and owner, follow the advice given and record the times, advice and actions taken.
5.  I remain responsible for each boarded dog. If my emergency key holder has to assist, I provide a clear handover covering the dog’s location, routine, medication, risks, contacts and current concerns.
6.  I remain at the premises and am present with the dogs throughout each stay, providing regular company, supervision and care. If an unexpected emergency means I must leave briefly, I secure dogs from different households in separate rooms before leaving and arrange for my emergency key holder to attend if needed. Dogs have supervised access to the enclosed garden for toileting and play. I only bathe a dog when the owner has requested it or cleaning is needed for welfare, using suitable dog shampoo.
Records and evidence
Daily care and welfare sheet
Medication administration record
Veterinary advice record
Emergency key-holder handover
SOP 05
Feeding and drinking water
	Control
	Requirement

	Purpose
	Provide each dog with its agreed diet safely and monitor intake.

	Responsibility
	I am responsible as the licence holder

	When
	At each meal and whenever I check the water bowls throughout the day



Procedure
1.  I feed dogs in the kitchen or Dog Sun Room according to the written instructions provided by the owner. Normal feeding times are between 7:00am and 8:00am and between 5:00pm and 6:00pm, unless the owner requests a different routine. I measure and prepare the stated food and treats, supervise the meal and remove any uneaten food after 20 minutes. I record the amount eaten on the daily care record.
2.  I place each dog’s dry food and feeding items in its labelled kitchen cupboard. I keep food sealed and separate from cleaning products. I use the empty refrigerator shelf reserved for chilled or fresh dog food and check storage and use-by instructions supplied by the owner.
3.  I feed dogs separately using the kitchen and Dog Sun Room so that they cannot compete for food. I wash food bowls after each meal and clean the feeding area when the dog has finished.
4.  I maintain two drinking-water points: one bowl in the kitchen and one in the Dog Sun Room. I check both bowls throughout the day, wash them when needed and refill them with fresh water. I also provide fresh water at meal times and after walks.
5.  I record any noticeable increase or decrease in eating or drinking and tell the owner. If a dog refuses food, appears unwell or cannot keep water down, I contact the owner and seek veterinary advice without waiting where the dog’s condition gives cause for concern.
6.  I follow the owner’s written plan and veterinary instructions for puppies, older dogs, prescription diets, allergies, underweight dogs and any other special feeding requirement. I do not change a dog’s diet without agreement unless a vet directs me to do so.
Records and evidence
Individual feeding plan
Daily food and water record
Owner consent for communal feeding, if used
Veterinary advice record
SOP 06
Exercise enrichment and toileting
	Control
	Requirement

	Purpose
	Meet each dog’s physical, behavioural and toileting needs safely.

	Responsibility
	I am responsible as the licence holder

	When
	Every day and before each walk



Procedure
1.  I provide two walks each day, normally one in the morning and one later in the day. Each walk lasts for at least 20 minutes, with the duration and pace adjusted to the individual dog’s age, health, fitness, behaviour, weather conditions and the owner’s instructions. I record the walks and any adjustment on the daily care record.
2.  I obtain the owner’s written permission to exercise the dog away from the premises and to walk it with another compatible dog. I keep boarded dogs secured on a lead and do not allow off-lead exercise.
3.  Before each walk I check the collar or harness, lead, identification tag, weather and route. I use a short lead on streets and near roads. In suitable open fields I use a secure long lead so the dog can run and explore while remaining under control.
4.  My usual routes include the quiet local streets, local open fields, Cannock Chase and Hednesford Hills. I select the location and length to suit the dog and conditions. I provide toileting opportunities in the enclosed garden and on walks, collect faeces immediately and check the garden for hazards before use.
5.  At home I provide play, sniffing activities, safe toys, grooming and positive interaction. I supervise shared play, provide separate resources where needed and remove damaged or unsafe toys immediately.
6.  If a vet or owner restricts exercise, I shorten or replace walks and provide suitable indoor play, scent work or other mental stimulation at least twice during the day. I record what I provided and how the dog responded.
Records and evidence
Exercise and enrichment plan
Owner exercise consents
Daily activity record
Equipment and garden safety check
SOP 07
Cleaning disinfection and waste
	Control
	Requirement

	Purpose
	Maintain a hygienic environment while protecting dogs from chemicals and stress.

	Responsibility
	I am responsible as the licence holder

	When
	Daily, after contamination and between dogs



Procedure
1.  I inspect the living areas, kitchen, Dog Sun Room, spare bedroom and garden every day. I move dogs to a safe separate area before using cleaning products and do not allow them back until surfaces are dry and the room is ventilated.
2.  I pick up faeces as soon as I see it and check the garden at least morning and evening. I clean urine, vomit, mud and other contamination immediately. Towels are kept by the back door so I can dry or clean dogs when they return from the garden or a walk.
3.  I remove visible dirt with detergent before using a dog-safe disinfectant. I follow the product instructions for dilution, contact time, ventilation, storage and disposal, and I keep cleaning products secured away from dogs and food.
4.  I wash food bowls after meals and check and clean water bowls throughout the day. I launder or disinfect all business bedding and clean all toys after each dog’s stay. I keep owner-supplied bedding, toys and grooming items with that dog and do not share them.
5.  I place dog waste and contaminated disposable materials in a covered, clearly identified bin away from food preparation and dog resting areas. I empty it routinely and sooner if it becomes full.
6.  I complete the cleaning record and note the products used, defects, damage or pest evidence. I arrange repair or professional pest control promptly where it is needed.
Records and evidence
Daily and changeover cleaning schedule
Disinfectant product information and dilution instructions
Waste and pest-control records
Premises defect log
SOP 08
Disease prevention and isolation
	Control
	Requirement

	Purpose
	Prevent entry and spread of infectious disease and parasites.

	Responsibility
	I am responsible as the licence holder

	When
	Whenever disease or parasite risk is identified



Procedure
1.  Before admission I verify vaccination and parasite-treatment records and check the dog for signs of illness. I refuse or postpone admission if I suspect an infectious condition unless a vet confirms that boarding is safe.
2.  If a dog becomes sick, injured or potentially infectious during a stay, I separate it immediately. I use the spare bedroom as the isolation room, or arrange transfer to the agreed veterinary practice when this is safer. I prevent the isolated dog from sharing bowls, bedding, toys or garden time with other dogs.
3.  I keep dedicated bowls, bedding, toys and cleaning equipment with the isolated dog. I wash my hands, use protective clothing where appropriate, separate waste and care for the isolated dog after attending to healthy dogs.
4.  I contact the dog’s vet and owner promptly, follow the instructions provided and record symptoms, observations, treatment and communications. I check the isolated dog at least as often as every other dog and more frequently when advised.
5.  If contamination may affect the whole premises, I stop new admissions, keep dogs separated and restrict movement through affected areas. I seek advice from a veterinary surgeon and the licensing authority where appropriate.
6.  After isolation ends, I dispose of single-use items safely and thoroughly clean and disinfect the spare bedroom and all equipment using the correct product and contact time before the room is used again.
Records and evidence
Vaccination and parasite evidence
Isolation log
Health and treatment record
Cleaning and disinfection record
Owner, vet and authority communications
SOP 09
Medication and veterinary treatment
	Control
	Requirement

	Purpose
	Administer and store medication safely and only with proper authority.

	Responsibility
	I am responsible as the licence holder

	When
	Every medication handover and administration



Procedure
1.  At admission I check every medicine with the owner and record it on the handover document. I accept medicines in the original labelled packaging wherever possible. If the owner supplies a personal container, I ensure it is clearly labelled with the dog’s name, medicine, dose and instructions before accepting it.
2.  I record the medicine name, strength, dose, route, times, storage requirements, start and end dates, reason for use, prescribing vet and known side effects. I obtain the owner’s written consent and clarify any uncertainty before the first dose.
3.  I store medicines securely in the dog’s allocated kitchen cupboard. Medicines that require refrigeration are kept on the empty refrigerator shelf reserved for the boarded dog, separate from household food and inaccessible to dogs.
4.  Before each dose I check the correct dog, medicine, dose, route and time against the written instructions. I record the administration immediately, including the time and any refusal, vomiting, spill or difficulty.
5.  If I make or suspect a medication error, observe a reaction or cannot administer a required dose, I contact the vet and owner immediately, follow their instructions and record the event and outcome.
6.  I complete the prescribed course exactly as instructed. At collection I return all unused medicine to the owner and confirm the doses given. I do not retain medication or place it in household waste unless a professional instructs me to do so.
Records and evidence
Medication consent and instructions
Medication administration record
Medicine-fridge temperature log where applicable
Vet and incident record
SOP 10
Dog handling behaviour and introductions
	Control
	Requirement

	Purpose
	Use humane handling and maintain compatible social groups.

	Responsibility
	I am responsible as the licence holder

	When
	Before and throughout every stay



Procedure
1.  Before the stay I review the dog’s behaviour history, triggers, handling preferences and warning signs with the owner. On arrival I use calm body language, give the dog space and allow it to approach me at its own pace.
2.  I use praise, food rewards, play and calm redirection. I never use intimidation, physical punishment, electric collars or any equipment or method that causes pain, fear, suffering or injury.
3.  I introduce the visiting dog to my resident dogs gradually during the meet and greet. I supervise closely, use internal doors and the Dog Sun Room or kitchen as separation areas, and end the interaction if either dog shows discomfort.
4.  During a stay I supervise dogs together, particularly around food, toys, doors, beds and attention. I provide separate feeding areas and duplicate resources and separate dogs at the first sign of tension or competition.
5.  I record stress, fear, anxiety, aggression, withdrawal, repetitive behaviour or another significant change. I tell the owner and seek veterinary or appropriately qualified behaviour advice if the concern persists or affects welfare.
6.  I do not accept an in-season bitch where dogs from another household will be present, and I prevent any opportunity for mating. I adapt introductions and supervision for puppies, older dogs and nervous dogs.
Records and evidence
Behaviour assessment and risk plan
Trial and introduction record
Daily behaviour observations
Owner and professional communications
SOP 11
Transport and collection
	Control
	Requirement

	Purpose
	Transport dogs without avoidable pain, distress, injury, escape or disease.

	Responsibility
	I am responsible as the licence holder

	When
	Before, during and after each journey



Procedure
1.  When I transport a boarded dog, I use a clean, maintained and ventilated vehicle. Before travel I consider whether the journey is necessary, its duration, the weather, the dog’s health and whether any other dog can travel safely with it.
2.  I secure each dog with a suitable vehicle harness, fixed crate or dog guard. Any crate used allows the dog to stand, lie flat and turn around comfortably.
3.  I keep the dog away from direct sun and heating vents, use ventilation or temperature control as needed and never leave the dog unattended where the temperature could threaten its safety or comfort.
4.  I attach the lead before opening the vehicle at collection, delivery or a stop. I open doors in a controlled way and check the surroundings so the dog cannot escape into traffic or an unfamiliar area.
5.  On a longer journey I provide water and suitable toilet breaks. I separate incompatible or infectious dogs and clean and disinfect the dog area of the vehicle after use.
6.  For veterinary transport I ask the vet about fitness to travel where time allows and position and secure the dog according to its condition so that I do not cause additional pain or distress.
Records and evidence
Transport risk assessment
Vehicle cleaning and maintenance record
Collection and delivery log
Owner transport consent
SOP 12
Escape or missing dog
	Control
	Requirement

	Purpose
	Recover a missing dog quickly while protecting people, other dogs and evidence.

	Responsibility
	I am responsible as the licence holder

	When
	Immediately upon a suspected escape



Procedure
1.  If I cannot locate a dog, I immediately secure all other dogs and close every gate, external door and window. I check the house and garden, then confirm the missing dog’s identity, current arrival photograph, last known location, time and likely direction of travel.
2.  I begin a safe local search with a lead, familiar food and calm recall. I do not chase a frightened dog towards a road or other danger. I keep a written timeline of searches, sightings and calls.
3.  I notify the owner and emergency contact immediately. I contact the local dog warden and microchip database and contact the police where there is road danger, suspected theft or another immediate risk. I notify the licensing authority as required.
4.  I use the photograph taken at arrival together with the microchip number, description, temperament, medical needs and my boarding contact details when asking relevant organisations or local searchers for help. I do not publish the owner’s personal information.
5.  When the dog is found, I secure it, check it for injury and obtain veterinary help where needed. I update the owner and all organisations contacted and record where and when the dog was recovered.
6.  I preserve any relevant CCTV or records, identify the escape route and prevent further use of that route until I have corrected the fault. I review the risk assessment and update my procedure after the incident.
Records and evidence
Escape incident form and timeline
Contact log
Search record
Corrective action and procedure review
SOP 13
Injury illness death and euthanasia
	Control
	Requirement

	Purpose
	Provide prompt professional care and manage serious outcomes lawfully and sensitively.

	Responsibility
	I am responsible as the licence holder

	When
	Immediately when illness, injury or death occurs



Procedure
1.  If a dog is ill or injured, I make the area safe, separate the dog where necessary and provide canine first aid within my training and competence. I keep one canine first-aid pack by the front door and a second by the back door so equipment is accessible from either exit. I contact a vet immediately if the condition is serious or uncertain.
2.  I contact the owner or nominated emergency contact promptly, but I do not delay urgent veterinary treatment needed to prevent suffering. I follow the veterinary consent and payment arrangements recorded at admission.
3.  I record the dog’s condition, times, first aid, people contacted, veterinary advice, treatment and transport. I continue monitoring at the frequency directed by the vet.
4.  If a dog dies, I contact the owner, veterinary surgeon and licensing authority as appropriate. I avoid moving the body unless safety or veterinary advice requires it, preserve the relevant records and follow the owner’s lawful instructions for examination or aftercare.
5.  I only store a body under veterinary direction, in a secure, dignified and cool place that is inaccessible to animals and unauthorised people, while prompt transfer is arranged.
6.  I understand that only a veterinary surgeon may euthanise a dog. I obtain owner or nominated-contact consent unless the vet decides immediate euthanasia is essential for welfare, and I record the decision, consent and outcome.
7.  After a serious event I review what happened, preserve evidence, notify the licensing authority or insurer where required and complete any corrective action.
Records and evidence
Health or injury incident record
Vet and owner contact log
Treatment and transport record
Death or euthanasia record
Post-incident review
SOP 14
Fire evacuation and loss of utilities
	Control
	Requirement

	Purpose
	Protect people and dogs during fire, structural danger or failure of essential services.

	Responsibility
	I am responsible as the licence holder

	When
	I respond immediately and complete planned alarm and equipment checks



Procedure
1.  If there is a fire or another immediate danger, I raise the alarm, call 999 and use the safest available exit. I do not take an avoidable personal risk and do not re-enter until the emergency services say it is safe.
2.  Where it is safe, I evacuate dogs using leads, harnesses or carriers kept ready for use. I can reach a canine first-aid pack from either the front or back door. I take dogs to the assembly point at the bottom of the drive, on the quiet street away from the main road, and check every dog against the current register.
3.  At the assembly point I keep dogs on leads and separated where necessary. I contact my emergency key holder, the owners, the veterinary practice and the agreed alternative accommodation provider.
4.  If the house cannot be used, I arrange owner collection or move dogs to the pre-arranged suitable emergency accommodation. I record each movement and the person who takes responsibility for the dog.
5.  If heating, water, electricity, ventilation or security fails, I assess the immediate effect on each dog and use safe temporary controls. I relocate dogs if I cannot maintain safe conditions in the home.
6.  I keep escape routes clear. The house has two functioning smoke alarms, a new carbon monoxide alarm, a fire blanket and two canine first-aid packs. One first-aid pack is kept by the front door and one by the back door for quick access during an evacuation. I test alarms and check emergency equipment at planned intervals and record the checks.
7.  After an emergency or drill I record the response, make any required report and update equipment, risk assessments and this procedure where improvements are identified.
Records and evidence
Emergency evacuation plan and premises diagram
Current dog register
Alarm and equipment test log
Emergency contact and relocation record
Post-incident review
SOP 15
Extreme weather
	Control
	Requirement

	Purpose
	Maintain safe temperatures and care during heat, cold, storms and severe weather.

	Responsibility
	I am responsible as the licence holder

	When
	Daily and whenever abnormal weather is forecast



Procedure
1.  I monitor the indoor temperature and weather forecast and keep dog areas between 10°C and 26°C, while responding earlier if an individual dog appears uncomfortable.
2.  In hot weather I only open a window when it can be secured on a locking latch that prevents a dog from escaping; otherwise, I keep it locked shut. I may open a secure door where this does not create an escape risk, use a fan, provide shade and fresh water, and move walks to cooler times or adjust them to the dog’s needs. I check surfaces before walking and never leave a dog in a vehicle.
3.  I watch for excessive panting, drooling, weakness, confusion, vomiting or collapse. If I suspect heat stress, I move the dog to a cooler area, begin safe cooling and contact a vet urgently.
4.  In cold weather I keep windows locked shut, use the household heating, provide dry bedding and adjust outings where needed. I use a coat when the owner has supplied or approved one and dry wet dogs promptly using the towels kept by the back door.
5.  During storms, flooding, snow or high winds I secure the garden, avoid unsafe routes and provide indoor play, enrichment and additional garden toileting opportunities when walks are unsafe.
6.  If I cannot maintain safe temperature, water, access or security, I use the emergency accommodation plan and contact the owner to arrange collection or relocation.
Records and evidence
Temperature and weather checks
Adjusted exercise record
Health or incident record
Emergency relocation record
SOP 16
Security visitors and children
	Control
	Requirement

	Purpose
	Prevent escape, unauthorised access and unsafe interactions.

	Responsibility
	I am responsible as the licence holder

	When
	Daily and whenever visitors or children are present



Procedure
1.  I keep external doors and the garden gate locked or secured and check the fencing, gate, windows, doors and internal barriers every day before dogs use the garden. Every window is kept locked shut or secured on a locking latch that prevents a dog from escaping.
2.  Before opening an external door, I place boarded and resident dogs behind a closed internal door. During arrivals and departures I use the kitchen as the secure handover area, close its doors and prevent access to the stairs.
3.  I record contractors or other visitors who enter dog-care areas, explain the relevant door and safety rules and supervise them. I keep visitors away from medicines, cleaning products, personal records and an isolated dog.
4.  I do not allow a child under 16 to have unsupervised access to a boarded dog or responsibility for its care. If a child visits the home, I supervise contact and provide the dog with a separate quiet area.
5.  I explain the emergency arrangements and safe door procedure to household members and regular visitors. I ensure they recognise that dogs must not be disturbed in their sleeping or resting area.
6.  I control keys and access information. My nominated emergency key holder can reach the property and gain access to all dog areas within approximately 30 minutes.
Records and evidence
Daily security check
Visitor record
Children and dog interaction risk assessment
Key-holder agreement
SOP 17
Records complaints and data handling
	Control
	Requirement

	Purpose
	Maintain complete records, respond fairly to concerns and protect personal information.

	Responsibility
	I am responsible as the licence holder

	When
	Ongoing with formal review at least annually



Procedure
1.  I keep the dog register and supporting records complete, legible, secure and available for inspection. I retain licensing records for at least three years from creation and back up electronic copies.
2.  For every stay I record arrival and departure, dog identity, household grouping, owner and local emergency contacts, vet and insurance details, health, behaviour, parasite treatment, vaccinations, diet, medication and written consents.
3.  I display my licence as required and add my name and licence number to the business website once the licence is issued.
4.  If I receive a complaint, I acknowledge it promptly, record the facts and requested resolution, investigate, retain relevant evidence and provide a clear response. I escalate any welfare or licensing concern without delay.
5.  I record accidents, bites, escapes, illness, medication errors, complaints and near misses. I identify the cause, record the action needed and check that it has been completed.
6.  I store personal information securely, only use or share it for the boarding service, veterinary care or a legal requirement, and dispose of it securely after the relevant retention period.
Records and evidence
Dog register and consent pack
Daily care, cleaning and medication records
Incident, complaint and corrective-action logs
Backup and retention checks
SOP 18
Dog stay from arrival to collection

	Control
	Requirement

	Purpose
	Set out the complete care routine followed for every dog from arrival until collection.

	Responsibility
	I am responsible as the licence holder

	When
	Throughout every boarding stay



Procedure
1.  Arrival and admission. I arrange one arrival at a time. Before I open the front door, I secure my resident dogs and any boarded dogs behind a closed internal door. I take the arriving dog directly into the kitchen, close the kitchen doors and prevent access to the stairs. I discuss the stay with the owner, check the handover document, visually and physically check the dog as its temperament allows, and take a current photograph for identification in case the dog goes missing.
2.  Belongings, food and medicine storage. I check every item brought by the owner and record it on the handover document. I label the dog's belongings and store them in the dog's allocated kitchen cupboard. I place chilled food or medicine on the empty refrigerator shelf reserved for the dog. I check medicines in with the owner and keep them in their original labelled packaging or in a clearly labelled personal container showing the dog's name and instructions.
3.  Settling-in period. After the kitchen handover, I take the dog into the living area. I play with and comfort the dog while the owner leaves quietly and closes the door behind them. I allow the dog time to settle without pressure. When the dog is calm, I give it supervised access to the house and enclosed garden so it can explore at its own pace while I observe from a short distance.
4.  Supervision, separation and safe spaces. I remain at the premises and am present with the dogs throughout the stay. The dog can use the living areas, Dog Sun Room, kitchen and enclosed garden under my supervision. I use the Dog Sun Room and kitchen to separate dogs for feeding, rest or whenever they need space. If an unexpected emergency means I must leave briefly, dogs from different households are secured in separate rooms and my emergency arrangements are followed. The spare bedroom is available for quiet rest, sleeping or isolation when required.
5.  Fresh drinking water. I keep two water bowls available, one in the kitchen and one in the Dog Sun Room. I check them throughout the day, wash them when needed and refill them with fresh water. I monitor each dog's drinking and record or report any significant change.
6.  Feeding routine. I feed each dog in the kitchen or Dog Sun Room according to the owner's written instructions. Normal meal times are between 7:00am and 8:00am and between 5:00pm and 6:00pm unless the owner requests a different routine. I feed dogs separately, supervise meals, remove uneaten food after 20 minutes, wash the bowl and record how much the dog has eaten.
7.  Garden access and toilet breaks. Toilet breaks are available throughout the day in the secure enclosed garden, as well as during walks. I supervise garden access, collect faeces promptly and check the garden for hazards. The garden is kept clear and contains no plants or shrubbery known to be harmful to dogs. Towels are kept by the back door so I can dry or clean a dog after garden time or a walk.
8.  Walks and outdoor exercise. I provide two walks each day, normally one in the morning and one later in the day. Each walk lasts for at least 20 minutes, with the duration and pace adjusted to the individual dog's needs, age, health, behaviour, the weather and the owner's instructions. I use a short lead on streets and a secure long lead in suitable open fields. Routes can include quiet local streets, Cannock Chase, Hednesford Hills and local open fields. I record walks and any changes to the planned routine.
9.  Play, toys and enrichment. I provide supervised play, safe toys, sniffing activities, scent games, gentle training, grooming and other enrichment suited to the dog's preferences and abilities. I monitor interactions and separate dogs or resources if there is tension or competition. I remove damaged toys immediately and clean all business toys and bedding after each dog's stay.
10.  Care, affection and rest. I provide regular company, calm reassurance, play and affection in a way the dog is comfortable with. I allow undisturbed rest and follow the dog's usual bedtime routine as closely as possible. The dog can sleep in the spare bedroom with suitable bedding or, with the owner's permission, in the main bedroom and on the bed.
11.  Health, medication and daily records. Throughout the stay I monitor appetite, drinking, toileting, mobility, behaviour, breathing, comfort and general health. I give medication exactly as recorded and maintain the medication record. I complete the daily care record for food, water, toilet breaks, walks, enrichment, rest, medication and significant observations. I update the owner as agreed and contact them and a veterinary surgeon promptly if I have a concern.
12.  Collection and end-of-stay handover. Before collection I gather and check the dog's belongings, food and medicines and secure all other dogs away from the entrance. I confirm the collector and complete a handover covering food and water intake, toileting, walks, play, rest, medication, health, behaviour and any incidents or concerns. I return all belongings, record the departure time and payment where applicable, and clean and disinfect the dog's areas, bowls, toys and business bedding ready for the next stay.
Records and evidence
Admission and end-of-stay handover documents
Dog photograph and belongings checklist
Daily care, feeding, exercise and toileting record
Medication and health monitoring records
Owner updates and incident records where applicable
Cleaning and end-of-stay preparation record
Appendix A
Daily opening and closing checklist
	Check
	Opening
	Closing

	All dogs present and identified
	☐
	☐

	Health and behaviour observed
	☐
	☐

	Water clean and available
	☐
	☐

	Food and medication schedule checked
	☐
	☐

	Rooms clean dry and comfortable
	☐
	☐

	Temperature and ventilation suitable
	☐
	☐

	Doors gates windows and fencing secure
	☐
	☐

	Garden clear of hazards and faeces
	☐
	☐

	Toys and equipment safe
	☐
	☐

	Isolation area ready
	☐
	☐

	Emergency routes and equipment accessible
	☐
	☐

	Daily records and handover completed
	☐
	☐



Date: ____________________    Completed by: ____________________    Issues and actions: ______________________________________________
Appendix B
Incident response record
	Field
	Details

	Date and time
	

	Dog and owner
	

	Location
	

	Type of incident
	

	What happened
	

	Immediate action and first aid
	

	Vet contacted and advice
	

	Owner or emergency contact notified
	

	Authorities or insurer notified
	

	Outcome
	

	Evidence retained
	

	Cause and corrective action
	

	Completed by and date
	

	Procedure reviewed by and date
	



Appendix C
Review and approval record
	Version
	Date
	Change made
	Approved by

	1.0
	
	Initial issue
	

	2.0
	
	Rewritten in first person to reflect business-specific daily operating procedures
	

	3.0
	
	Added a complete dog-stay procedure from arrival to collection
	

	
	
	
	

	
	
	
	



Official references
Department for Environment Food and Rural Affairs, Home boarding for dogs licensing statutory guidance for local authorities, updated 1 June 2026. https://www.gov.uk/government/publications/animal-activities-licensing-guidance-for-local-authorities/home-boarding-for-dogs-licensing-statutory-guidance-for-local-authorities
The Animal Welfare Licensing of Activities Involving Animals England Regulations 2018. https://www.legislation.gov.uk/uksi/2018/486/contents
Department for Environment Food and Rural Affairs, Animal activity licensing process statutory guidance for local authorities, updated 1 June 2026. https://www.gov.uk/government/publications/animal-activities-licensing-guidance-for-local-authorities/animal-activity-licensing-process-statutory-guidance-for-local-authorities
This handbook should be checked against the conditions printed on the business licence and any local authority requirements before adoption. It does not replace veterinary advice, a site-specific fire risk assessment, insurance terms or professional legal advice.
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