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SEEING EYE DOGS PUPPY IN TRAINING 

CORPORATE POLICY 

We are excited that our employees have the opportunity to be a Carer for a Seeing Eye Dogs (SED) pup/dog in Training. Carers play a vital role in training Seeing Eye Dogs to support people who are blind or have low vision to live the life they choose. To ensure that this arrangement is mutually comfortable and appropriate for both employees, Seeing Eye Dogs and the SED pup/dog in training, it is up to the Carer of the SED pup/dog to ensure they take full responsibility for the SED while in the office and respect all surrounding work areas. 
It is important to note that while we all enjoy a dog friendly workplace, we are a business and must ensure that business practices and productivity are not disrupted by their presence. Employees should first talk with their Line Manager to ensure that they can fulfil both their work and SED Carer responsibilities. We may also tenants of a commercial property, and as such have a responsibility to uphold our part of the agreement with building management to ensure that employees can continue to bring a SED pup/dog into the office. 

As SED pups/dogs are not yet fully qualified Seeing Eye Dogs, it is important that employees familiarise themselves with this policy to help ensure everyone has a pleasant experience. 

Responsibilities of the Employee:

Seeing Eye Dogs (SED) Pup/Dog in Training Carer:

Registration 

In line with our agreement with building management, we must provide at least 5 days’ notice to building management of the registration of a new SED pup/dog before they can be brought onsite. Therefore, before bringing a SED pup/dog to the office, it will need to be registered. To register a SED pup/dog:

· Collect a Seeing Eye Dogs Carers kit from Seeing Eye Dogs Admin which includes a copy of the Seeing Eye Dogs Pup/Dog in Training policy and registration forms which require details of the SED pup/dogs immunisation history.

· Once the policy has been reviewed and the registration forms are complete, return the forms to Seeing Eye Dogs Admin for processing.

· If applicable, the SED pup/dogs details will be added to your building access card, giving you and the SED pup/dog full access to the office precinct.
· Carers must ensure the SED pup/dog is registered with the Carers local council prior to commencement in the office.
Bringing your SED pup/dog into the office: 

Employees and the SED pup/dog can access the office via the passenger lifts located at < area >. 
When on site, you as the primary carer should follow the Vision Australia Seeing Eye Dogs training guidelines for the SED pup/dog, in addition to the following workplace guidelines:
· Wear SED volunteer identification lanyard

· SED pups/dogs are to be kept on a lead while in the office and should not be allowed to roam freely.

· SED pups/dogs are not allowed to get up on any desks or furniture within the office. 

· SED pups/dogs are not to be left unattended; it is the carer’s responsibility to keep the SED with them or find another willing carer as part of the corporate support crew arrangement.

· In the event that any mess is created by the SED pup/dog, the carer must immediately clean the area to ensure a hygienic workplace.

· The carer must ensure the SED pup/dog has regular exercise and toilet breaks (as prescribed by the training guidelines for the SED pup/dog). 

· Ensure the SED pup/dog has been fed as prescribed by the guidelines for the SED pup/dog. SED approved treats/snacks may be provided by the Carer.
· Employees are to provide their own water bowl for their SED and approved toys.

· SED pups/dogs are not to be dressed up in any costumes. They may only wear Seeing Eye Dogs coats/jackets/harnesses prescribed by the training guidelines for the SED pup/dog).
· SED pups/dogs are not to interact with each other or pet dogs in the workplace. Even if the coat is off. 

· If carers wish for their SED pup/dog to interact with other SED pups/dogs, this must be done outside of the workplace with the coat off (Please contact your Puppy Development Trainer/SED Contact for approval).
· SED pups/dogs are to be kept on appropriate length tethers underneath the carer’s desk to discourage interaction with other passing SED pups/dogs/pet dogs. 

· A crate is provided for the SED pup/dog which is a safe and secure place for the SED pup/dog to rest or when you are away from your desk if the pup is sleeping and not tethered.
· Never leave a SED pup/dog in a vehicle.

· Clean-up supplies are available in case of indoor accidents. Please ask where they are located.
· Training opportunities for employees wanting to learn how to behave and interact around dogs/cats in the office can be arranged. Please speak with your Line Manager if required.
· The Seeing Eye Dogs team also provide onsite training for the corporate support crew in addition to the training for the primary carer.
· Carers are to ensure that they comply with relevant care guidelines provided to them for the SED pup/dog by Vision Australia Seeing Eye Dogs.
· Give the Seeing Eye Dogs pup/dog in training quiet time when necessary
If a carer identifies a conflict between the SED pup/dog care guidelines and business policies/procedures, the carer is to speak with their Line Manager to suitably rectify the conflict.
Liability:
The SED carer is responsible for any injury or damages to a person or another pet as a result of having the SED pup/dog in the office and shall take responsibility for any expense incurred.
Evacuation Procedure: 

The Health and Safety of employees, pets and SED pups/dogs is a priority for < business name >.
In case of an evacuation, employees with SED pups/dogs will be treated in the same manner as people with disabilities. On the activation of an alarm the SED carer must:

· Immediately make sure that the SED pup/dog is secured either in a carry cage or on a lead.

· Take the SED pup/dog to the landing in the fire stairwell and wait for instructions from the wardens. 

· Once all the occupants from the above levels have evacuated, only then can the carer commence their evacuation:
1. To proceed down the stairs and evacuate the building if it is clear and safe to do so; or
2. Wait for the emergency services to arrive to assist them.

A warden will be allocated the task to keep SED carers informed and ready to give advice as to the procedures required and the steps to take during the evacuation.
All incidents/hazards relating to SED pup and employees shall be reported to the Health and Safety team via the incident/hazard reporting mechanisms available.
Limitations and Conditions
· < Business name > reserves the right to amend the Seeing Eye Dogs Pup/Dog in Training policy based on safety, health and comfort of fellow employees.

· < Business name > reserves the right to revoke the permission for an employee to bring a Seeing Eye Dogs Pup/Dog in Training into the office. 

· Reasons that may justify a SED pup/dog to return home and/or be prevented from returning to the office are:
- If the pup/dog repeatedly intimidates, frightens, threatens or attacks other people or pets.
- If the pup/dog causes harm or injury to a person, other animal or business property.
- Excessive barking, running and other activities that may disrupt work. 

The prohibition to return can apply indefinitely or until the SED pup/dog is further trained, depending on the seriousness of the transgression.

Interaction with Building Management 

There may be times when building management approaches a carer regarding the SED pup/dog. We ask employees to respect the advice and request of the building management and raise any concerns to the relevant < business name > Director/Line Manager who will follow up with the building manager. 
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