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_____________________    _____________________ 
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You will receive “training” every single day that you volunteer with us!  Why?  Over 350 species come through 
our doors, and even the most experienced volunteers will still run into a type of animal or situation they have 
never seen before. But after learning the basics and where to find information you do not know, you too will be 
handling new situations with ease. 
 
Your official training will take place during your first 10 shifts.  By the end of that time, you will have logged 
between 30-40 hours at the Project Wildlife Care Center.  After these ten shifts, you will be eligible to begin 
training as a Level II Volunteer. 
 
Level I Volunteers are primarily responsible for making sure the entire Care Center runs smoothly.  You will be 
asked to wash dishes and laundry, make food, feed animals, answer the door, and clean cages.  The job is not 
always glamorous, but without you, we could never do what we do!   
 
You may continue to volunteer at the Care Center for many years; some volunteers have been here for over 15!  
And many have continued as Level I Volunteers, helping out with all the basic tasks.  After you have completed 
this workbook and your first 10 shifts, you will be given the opportunity to train as a Level II Volunteer.  Level 
II Volunteers learn to work with the larger animals like seabirds and raptors and begin learning how to assist 
with medical treatments. 
 
In whichever role you eventually fill, every level of volunteer is a highly valuable asset to Project Wildlife.  
Welcome to the team! 
 
Time to get started!  There are ten sections in this workbook.  You should complete one section per shift.  You 
will be tempted to move ahead, particularly if it is slow, but please only complete one section per shift.  
However, if you’d like to spend extra time on a section, feel free to. Leave your workbook here at the Care 
Center in the volunteer cabinet.  You will not be graded; this workbook is for your own evaluation, but you will 
need certain sections signed off by managers.  When the workbook is completed, have a manager review the 
entire workbook and sign the last page.  Detach the last page and turn it in, then the workbook is yours to keep 
as a reference after that! 
 
In each shift, there will be three exercises.  Read the Participation exercise first.  This will be an activity that 
you must complete at some point during your shift, so be sure to look out for those opportunities.  Complete the 
Critical Thinking and ID sections throughout your shift in addition your other duties.  If you are unable to 
complete a section during your shift, go back and complete it during the next shift.
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Many of the questions in this workbook may seem difficult, especially if you have little experience with 
animals. Our intention is not to stump you, but to develop your skills in learning how and where to find the 
answers. You will not remember every answer to every question, but if you remember which materials are good 
sources of information, and how to use and where to find those materials, you’ll always be able to find the 
answer again. (Plus you’ll have your workbook for reference.)  
 
***To get the most out of your training, read all of the directions for the section you are working on, then 
try to look up what answers you can, before asking others for the answers. After developing your 
answers, discuss them with experienced volunteers and managers to expand on your knowledge. Also 
remember that our walls are covered with many useful signs. *** 
 
Please complete only one section per shift, and do so in the order the material is presented.  
 

Remember to always wear gloves when handling animals and to wash 
your hands thoroughly and often. Wearing gloves is mandatory. 
 
***We ask that you please refrain from handling any animal you have not been trained in handling, 
especially when it comes to intake. The section for shift 2 will go over this in more detail. *** 
 

Special Note on Tube Feeding: 
Please wait until you reach shift 5 and the section for tube feeding before tube feeding at all. 
Experienced volunteers might offer to teach you to tube feed not knowing that you have not yet 
reached section 5 in the workbook. It is important that you inform them that you have not 
reached that section yet and are not allowed to tube feed until you do. However, if you get a 
chance to watch others tube feeding, please do so, as this will help you familiarize yourself with 
the process and make it easier to learn once you get there. 
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Key References 
·  Volunteer Training Manual (located near volunteer sign-in binder)  
·  Aide Manual (located near volunteer sign-in binder) 
·  Sibley’s Guide (located at intake desk) 
·  Team Manuals (located in brown cabinets in Med room) 
·  Signs located on walls (especially near different stations)  

 
A list of additional reference material is located on the inside of the door of the cabinet these workbooks are 
kept in. 
 
Basic Wildlife Lingo 
 
Nares: the nostrils or nasal passages. In birds they connect to the inside of the mouth, not directly to an airway. 
 
Trachea: airway. In birds a trachea is the tube that connects the glottis and lungs. 
 
Glottis:  in birds, a hole on the back of the tongue that is the opening to the trachea and lungs. 
 
Aspirate: in birds this refers to some foreign material (usually food or hydration) being inhaled into the lungs 
via the glottis. This can be fatal. Birds that have been aspirated make a clicking noise when they breathe.  
 
Esophagus: tube that connects mouth to stomach. In birds, the esophagus may have a specialized area, called a 
crop, for food storage. A bird’s esophagus always runs down the right side of its neck. This is important to 
know for tube and syringe feeding. 
 
Crop:  specialized structure in birds that links esophagus and gizzard (stomach). This structure is an expandable 
pouch that allows for the storage of food when the bird eats more than it can immediately digest. Pigeons and 
doves have “true crops” meaning their crops extend across their chest from their neck to above their keel and 
pectoral muscles, and as adults they can produce crop milk to feed their young. Some songbirds such as finches 
and sparrows also have crops located in their esophagus on the right side of their neck. Not all birds have crops! 
Most insectivorous birds do not have crops. This includes mockingbirds, scrub jays, cliff swallows, and 
blackbirds. These birds are fed much smaller quantities of food more often since they do not have a crop to 
store the food in. 
 
Processing: refers to food passing from the crop into the stomach. When a bird’s crop does not empty between 
feedings, he is “not processing.” This can also refer to a bird that has been eating but has not been defecating. 
 
Keel: the median ridge on the breastbone of birds. The bird’s pectoral muscles (flight muscles) are located to 
either side of the keel. See the body condition scoring chart for more information about how pectoral muscle 
definition relates to a bird’s health. 
 
Air-sacs: in birds, air filled compartments that function as storage space for air, as the air passes through the 
lungs. Some are very close to the outer body surface and may rupture and inflate skin when birds experience 
bodily trauma. 
 
Vent: cloaca. In birds, this is the orifice through which fecal matter, urine, and urates are passed. 
 
Imprinting:  too much interaction with a wild animal may cause that animal to become dependent on and 
friendly toward humans. Imprinted animals cannot be released into the wild because they will not be able to 
adequately care for themselves and because they may seek out human interaction, which can be very dangerous. 
To prevent imprinting, we ask that you limit your interactions with the Care Center animals to those necessary 
for the feeding and care of that animal. Please do not unnecessarily handle or play with any animal at the Care 
Center. Scrub jays and ducklings are very susceptible to imprinting. 
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Tube Feeding: involves a syringe with a rubber tube attached, and the appropriate formula for that species. At 
the Care Center, tube feeding signs refer to feeding doves and pigeons this way. As young birds grow older and 
begin to eat on their own, the amount of times they are tube fed per day decreases. Also as thin birds gain 
weight and show signs of eating on their own, the amount of times they are tube fed per day decreases. 
 
Syringe Feeding: involves a 1 cc syringe (with or without a white tip attached) and the appropriate formula for 
that species. At the Care Center, syringe feeding signs refer to feeding this way. Sparrows and finches are fed 
from 1cc syringes with white tips attached. Young mockingbirds, blackbirds, starlings, and scrub jays are 
syringe fed from 1 cc syringes without white tips attached since those birds are large enough to swallow the 
white tip. 
 
Stick Feeding: involves a lid of soaked kibble and a 6” bamboo skewer. Kibble are fed one at a time this way 
to fledgling mockingbirds, blackbirds, scrub jays, and starlings. Remember to stick feed gently since bamboo 
skewers may be sharp. 
 
Signs Overview 
 
Always read all the signs on a bird’s cage before going in the cage. Also, all intake cards for each cage should 
be checked each shift for birds that need medication or special treatment, even if there is no med sign! 
Remember that signs sometimes fall off cages, so always let a manager know if there is no sign and you think 
there should be one. 
 
Tube Feed (AM/noon/PM) - orange sign - tube feed pigeons and doves in this cage once during the morning 
shift, once during the afternoon shift, and once during the evening shift. Always check crops before tube 
feeding. Total of 3 feedings per day. 
 
Tube Feed (AM/PM) - bright pink sign - tube feed pigeons and doves in this cage once during the morning 
shift and once during the evening shift. Always check crops before tube feeding. Total of 2 feedings per day. 
 
Check Crop - green sign - check the crops of the pigeons and doves in this cage once per day, usually during 
the afternoon shift, to make sure they are eating. See Flow Chart for Tube Feeding for guidelines to determine if 
tube feeding is necessary. 
 
Syringe Feed - light pink sign - birds in this cage are fed on a regular interval (every 30-45 minutes) using a  
1 cc syringe with a white tip attached. 
 
Stick Feed - purple sign - birds in this cage are fed on a regular interval (every 30-45 minutes) using a bamboo 
skewer and soaked kibble. 
 
Self-feeding - multiple colors - birds in this cage are eating on their own. You do not need to individually check 
that they are eating and you should not handle them unless you see one that looks sick or unhealthy. Make sure 
self-feeding birds are provided with plenty of food and water. 
 
Meds - red sign - one or more birds in this cage are on medications. Check intake cards and attached med cards 
to determine what medication should be given, to which bird, and when. 
 
Disease signs - mostly yellow, but sign color does vary - may say Coccidia, Pox, Trich, etc. Birds in this cage 
have a contagious disease. Be extra careful when dealing with the cage to limit the chance of other birds being 
exposed to the disease. Always wear gloves when in the diseased cage, change gloves immediately after leaving 
cage, and make sure syringes used for those birds get disinfected in bleach. Newspapers should be changed 
more often in these cages, as well as water and food dishes, to prevent constant re-exposure to the disease that 
the birds are being treated for. 
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Shift #1: Bird Food and Care Center Scavenger Hunt 
 
S1 Participation Exercise:  Today you will learn how to make the various diets.  Take a quick tour of the 
main room and read the intake cards on the cages to see what species of birds are here and to figure out what 
kinds of food will be used.  Ask another volunteer or manager to take this tour with you.  When it is time, help 
prepare the diets in the kitchen. 
 
You should be introduced the following prepared foods: formula, soaked kibble, greens salad, and fruit salad 
 
You should be shown how to: prepare a songbird salad in a lid, and how to heat formula 
 
Please get an experienced volunteer (Level II or higher) or manager to show you how to heat formula and 
introduce you to the various steps. Have them discuss the importance of warm formula and the serious 
consequences of formula that is too hot: crop burns are usually fatal. Have the experienced volunteer initial that 
they went over this with you, then a manager can sign you off on it. (If the manager showed you how, then no 
volunteer initials are necessary.) 
 
Knows all the steps of heating formula and the importance of these steps in preventing crop burn: 
 

__________  __________  ___________________  ___________________________ 
Experienced  Volunteer’s  Manager’s Name    Manager’s Signature 
Volunteer’s   Level 
Initials 

 
S1 Critical Thinking Exercise:  
 
We have several cages in the main room of various songbirds, pigeons, and doves.  Who gets fed  what? 
 
Q1. Look at the supply containers of pigeon and dove seed, songbird seed, and jay seed; list the differences in 
the seeds.  You should learn to recognize the seed by sight without relying on labels. 
 

a. Which type of seed is mostly sunflower seeds and nuts? 
 
 

b. Which type of seed is mostly millet and milo? 
 
 

c. Which type of seed contains very small seeds, including nyjer seeds (thistle)?  
 

 
Q2. Below are physical characteristics that birds have that give away what foods they typically eat. Make a 
natural diet prediction for each category and explain why. 
 

a. Short thick beak (finch or sparrow) 
 
b. Long pointy beak (scrub jay or mockingbird)  

 
c. Short hooked beak (raptor) 

 
d. Long thin beak with very long tongue (hummingbird) 
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e. Flat, wide bill (duck) 
 

f. Talons (raptor) 
 

g. Webbed feet (duck or gull) 
 

h. Eyes on either side of head (most songbirds) 
 

i. Both eyes face forward (most raptors) 
 
 
Q3. Where can you look to obtain information about bird diets out in the wild and at the Care Center?  Look up 
a few common species and discuss diet findings with other volunteers. 
 
 
 
Q4. Using your new knowledge from above, decide what the following birds should get in their cages. There is 
a sign at the feeding station that can help you. 
 
Circle all correct options for each species: 

A. pigeon seed 
B. jay seed 
C. songbird seed 

D. songbird salad 
E. fruit salad 
F. mealworms/insects 

G. spray millet 
H. water 

Scrub Jay A B C D E F G H 

Blackbird  A B C D E F G H  

Starling  A B C D E F G H   

Mockingbird  A B C D E F G H 

 

Band-tail Pigeon  A B C D E F G H 

Finch or Sparrow A B C D E F G H 

Cliff Swallow  A B C D E F G H 

Dove or Street Pigeon  A B C D E F G H

S1 ID Exercise, Part I: 

Get to know people: 

You’ll be working very closely with everyone who volunteers at the same time as you. They will help with your 
training and you will all work as a team to help the Care Center run smoothly. So find out the names of all of 
the volunteers on your shift. (And hopefully everyone will remember to help you by putting on his or her name 
tag.) 

Here’s a simple icebreaker to get you started: “How long have you been volunteering at the Care Center?” 

Also, take some time to get to know the managers and staff you’ll be working with. They have a sincere interest 
in you as one of their volunteers. This will help you feel comfortable approaching the managers with any 
questions you have about the animals or various tasks at the Care Center. They will be involved in almost every 
step of your training. Also, you will have to consult with them many times to help you with your workbook as 
well as to obtain signatures.  
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S1 ID Exercise, Part II: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 

How many bird nets are there and where are they? 

Where are the bird ID books?  

Where are the tweezers (forceps)? 

Where are the measuring cups and spoons? 

Where are the food dispensing bins? 

Where are unopened boxes of gloves? 

Where are the stuffed animals? 

Where are extra water cups for volunteers? 

Where are used cardboard carriers? New? 

Where is the human first aid box? 

Can you locate all the items on this list? 

 

Training reference materials? 
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Shift # 2:  Animal Intake and Basic Door Skills 
 
KNOW WHAT YOU CAN HANDLE: as a Level I Volunteer you may only handle pigeons, doves, 
songbirds, hummingbirds, and other small birds that may be suitably contained in an intake basket. You may 
NOT handle any mammals, raptors (birds with talons and hooked beak), seabirds, adult waterfowl, or 
other large birds (such as ravens). As a general rule, if a bird requires a carrier, you will need to get someone 
who has been trained for that type of animal to handle the animal during the intake. 
 
S2 Participation Exercise: Intake and small bird handling 
 
Q1. Handling Small Birds: Work with a pigeon and also a small songbird such as a sparrow. 

�  Get a manager on an experienced volunteer to show you how to properly pick up and handle small birds.  

�  Have them show you how to use a towel to calm the animal down and to help you pick it up.  

�  Discuss how to hold the bird securely without impairing breathing or applying pressure to the crop. 

�  Discuss signs of stress in birds. 
 

Knows all the steps of heating formula and the importance of these steps in preventing crop burn: 
 

__________  __________  ___________________  ___________________________ 
Experienced  Volunteer’s  Manager’s Name    Manager’s Signature 
Volunteer’s   Level 
Initials 

 
Immediately after intake, all animals must be brought into the med room. It will not leave 
the med room until examined by a manager, whom will decide where the animal will go 
next.  
 
Answer Q2-Q6 after you help with an actual animal intake today.  If it is slow and no intakes happen, ask 
a manager to stage one.  
 
Q2. Animal: _______________________________________     Q3. Age Category: _________________ 
 
Q4. Age Characteristics: 

a. How did you decided on the animal’s age? _______________________________________________ 

b. Name 2 characteristics that typically give away an animal’s age? _____________________________ 

c. If you don’t know what the animal’s age is, how could you find out? __________________________ 

 
Q5. What type and size of container was this animal placed in? _____________________________________ 

Q6. Why was this container chosen, and why is it the best choice for this animal? 
 
 
Q7. Follow up postcards are located at the front desk. They get stapled to the hard copy of the medical record.  

a. When do we use them?  

b. What part does the public fill out?  

c. What part do you fill out?  

d. Then where does it go? 
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Q8. Asking for donations is one of the key parts of doing an intake. Write down a few different ways to ask the 
public for donations. You should ask for a donation with every intake; sometimes you will be turned down, but 
you will also gain donations that you would have otherwise lost. (Hint: Project Wildlife is a non-profit 
organization and the Care Center is supported almost entirely by donations. These donations are all tax 
deductible.) 

1.  

2. 

3. 

Q9. We accept cash, check, and visa or mastercard donations (in addition to In-kind supplies donations.) So 
here are three more important things to know about donations. Find a volunteer or manager to show you how to 
do these three things. Have them initial that they showed you. 

1.) how to take a credit card donation (with a donation envelope) 
2.) how to log an In-kind donation (using the Donation binder) 
3.) how to fill out a receipt if the public asks for one  

 
S2 Critical Thinking Exercise:  
 
Q1. As a Level I Volunteer you are not allowed to handle all of these animals, but you can help someone else at 
the door by knowing which container the incoming animal should go in.  

• Note which animals you must get a more experienced person to help with and which you may intake 
yourself.  

• List two reasons for the container choices for each of the following situations. In doing so, explain why 
the container choice is preferable to other choices. 

 
Kestrel, hit window – stunned, but now active: Small Carrier, towel at bottom 
 I am allowed to handle this animal (circle one): Yes No 

1. 
2.  

Gull, unable to stand: Medium Carrier, thick towel at bottom (possibly with seabird pad) 
 I am allowed to handle this animal (circle one): Yes No 

1. 
2.  

Pigeon, injured foot: Large Basket, blue towel at bottom (not a towel with cloth loops) 
 I am allowed to handle this animal (circle one): Yes No 

1. 
2.  

Red Tailed Hawk, badly injured talon: Medium carrier, newspaper in bottom 
 I am allowed to handle this animal (circle one): Yes No 

1. 
2.  

Sick Sparrow: small basket, paper towel at bottom (this is the standard basket setup) 
 I am allowed to handle this animal (circle one): Yes No  

1. 
2.  

 
_____________ 

Initials 
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Q2. Assuming that the animal can be taken in without manager assistance, what conditions should you 
immediately inform a manager about?  (List as many as you can think of. There are more than 10 reasons.) 

 
 
 
 
 
 

Q3. What animals are all Care Center volunteers restricted from handling, regardless of level?  (Look at the sign 
at front desk.) What are the reasons behind these restrictions? 
 
 
 
 
 
Q4. Why do we collect name/address/phone number information from the public? 
 
 
 
Q5.  Why is it important we get the exact location of where the animal was found (even cross-streets if 
possible)? 
 
 
 
Q6. What is Project Wildlife’s mission statement? 
 
 
Q7. Where did you find the above information? What are other good sources for this type of information? 
 
 
S2 ID Exercise: As you know, we take in many animals, but there are some for which we do not have 
permits.  Circle the animals that we accept.  Cross out the ones we don’t accept and write where we send them. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PW Level I Volunteer Workbook 

             Manager Review Initials   11 

Shift # 3: Bird Caging and Perches 
 
S3 Participation Exercise:  If you have not already learned how to clean a cage that is in use and how to 
use the dish sanitizer, ask another volunteer to show you.  Make sure you know the location of each of the 
following items. If you cannot find these items yourself, ask a volunteer to show you where they are. 
 

·  Clean Cages 
·  Cage Covers 
·  Perches 
·  Fake Greenery 
·  Dishes 

·  Newspaper 
·  Towels – where they are stored and where 

they are stocked 
·  Cage Screens 
·  Worms

 
S3 Critical Thinking Exercise: 
 
Q1. Our selection offers both natural wood perches and slotted dowels. How do natural wood perches prevent 
foot problems?  
 
 
 
Q2. You can’t find natural wood perching that fits the cage. Assuming you must use the dowels (and nothing 
else), you should select dowels of two different diameters to best substitute for natural wood perches. Why? 
 
 
 
Q3. What characteristics would make a perch too big or too small? 
 
 
 
 
Q4. Below three characteristics are listed. Explain why each characteristic must be considered during perch 
placement. 

a. Tail Length:  

b. Placement of Food Dishes: 

c. Bird’s Height: 

Q5. What is the difference between pigeon dishes and dove dishes? Why do we use each type for each species? 
 
 
 
Q6. Hanging bird dishes come in 3 main sizes (small, medium, large). Name which size of hanging dish is 
appropriate for each species of birds kept at the Care Center. 
 
 
 
Q7. Explain the purpose of cage covers. 
 
 
 
Q8. Which species get fake greenery in their cages? 
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S3 ID Exercise: Can you identify these feet?  Use the Sibley’s Guide and other bird books to help you. Also 
look at the animals we currently have at the Care Center. 
 
a. Grebe    b. Duck or Gull   c. Cormorant   d. Plover  
e. Hawk    f. Woodpecker   g. Pigeon 
 

 Anisodactyl: the hallux is behind and the other three toes are in front, as in _______. 

 Zygodactyl: the toes are arranged in pairs, the second and third toes in front, the fourth and 
hallux behind, as in _______. 

 

 Raptorial: the toes are deeply cleft, with large, strong, sharply curved nails (talons), as 
in_______. 

 Semipalmate, or half-webbed: the anterior toes are joined part way by a small webbing, as 
in _______. 

 

 Totipalmate, or fully webbed:  all four toes are united by ample webs, as in _______. 
 

 Palmate, or webbed: the front toes are united as in _______. 
 
 

 Lobate, or lobed: a swimming foot with a series of lateral lobes on the toes, as in _______. 
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Shift # 4: Sanitization: Products and Procedures 
 
S4 Participation Exercise: Find a manager and let them know you are training on sanitation today. Have 
an experienced volunteer or a manager initial that you have been taught the procedures below. 
 

�  Learn how to make all of the chemical sanitation formulas we use in the various spray bottles and at 
cleaning stations.  

�  Learn how to wash cages and carriers.  

�  Learn how to use the steam cleaner for large rolling cages. 

 
S4 Critical Thinking Exercise: 
 
Q1.  What are the following chemicals used to clean? 

• Trifectant: 

• Nolvasan: 

• Bleach: 

• Lemon Clean: 

• Simple Green: 

• Chem Pink: 

Q2. Copy down the sanitizer directions: ________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

 
Q3. What CANNOT go in the sanitizer: ________________________________________________________ 
 
Q4. Copy down the washing machine directions: ________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

 
Q5. There are five sinks in the Care Center, what can you do in each?   
Options: Main Room (M), Kitchen (K), Outside (O), Med Room (Med), Bathroom(B) 
 

Wash Animal dishes ___________ 
Wash Syringes ___________ 

Wash Cages/Carriers ___________ 
Bathe Animals ___________ 

Dump out syringe bathwater ___________ 

Wash your hands ___________ 
Dump out mop water ___________ 

Wash your eyes ___________ 
Wash surgical instruments ___________ 

Wash Blender ___________ 
 
S4 ID Exercise: 
Locate the following: 

The dumpster for cardboard _____________________________________ 

The extra refills for bleach, hand sanitizer units, and dish sanitizer machine ____________________________ 

The surgical instrument disinfectant ______________________________ 

 
_____________ 

Initials 
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Shift # 5: Tube Feeding Pigeons and Doves 
 

Read this section carefully. We expect you to know all of this, before 
we will sign you off for tube feeding. 
 
Introduction to Tube Feeding: A lot of things can go wrong when tube feeding and with careful training we 
can prevent many of them. 
 

At the Care Center, pigeons and doves are the two main types of birds that are tube fed.  
 

Tube feeding involves:  
·  properly restraining a bird 
·  checking the bird’s crop for seed 
·  checking the bird’s keel and pectoral muscles to determine if the bird is skinny or of healthy weight 
·  inserting a tube into the bird’s mouth, which you then guide down its esophagus and into its crop 
·  depressing a syringe to fill the bird’s crop with an appropriate amount of formula 
·  and carefully pinching off and removing the tube 

 

Since this is a complex, multi-step process, it involves a great deal of responsibility. However, with careful and 
patient training and lots of practice on your part, you’ll feel comfortable tube feeding after a couple shifts.  
 

When tube feeding you must determine: 
1. If a bird needs to be tube fed 
2. How much to feed that bird 

 

The first few shifts when you tube feed you will need help in answering these questions. That’s okay; tube 
feeding becomes easier with experience. 
 

Let’s start with the basics, which you can master the first few times you tube feed. Have an experienced 
volunteer or a manager to walk you through the following steps on pages 14 and 15. Obtain their initials 
as evidence that you have discussed these pages and you understand their content. They should also be 
demonstrating each step for you. Do not do any tube feeding yourself until you have read through these 
instructions completely, finished the ID diagram on p16, and found a manager to watch you tube feed. 
 
 _____________ 
 Manager Initials 
 
Restraining a bird   

·  Have them show you how to pick up and properly restrain a pigeon and a dove.  
·  Learn how to “burrito wrap” the bird with its wings held close to its body, in a natural position, so you 

can hold the bird securely.  
·  Make sure the bird is not held sideways or with its chest facing upwards.  
·  Do not hold the bird too tightly as this may make it difficult for the bird to breathe. 
·  Learn how to hold a pigeon with one hand by holding its primaries, tail, and rump (like an ice cream 

cone). Learn to hold the bird’s legs down in this handhold as well. This handling method does not work 
well with doves since they will drop feathers to try to escape from you. (Holding a pigeon like this will 
leave you with one hand free to check its crop and body condition score.) 

 
Checking the crop 

·  Check a pigeon or dove’s crop by pinching its crop and feeling for seed. 
·  Start right at the top of the bird’s keel, and pinch the sides of its crop to feel for seed. 
·  Ask someone to pick out birds with different amounts in their crops so you can learn to gauge the 

difference. Try to find a bird that has only a few seeds vs. a bird that has a lot of seeds in its crop. 
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·  When checking a crop, you’re also feeling for formula that may not have been processed from the last 
feeding. Alert a manager whenever you find a bird that is not processing well. 

Feeling the keel and pectoral muscles 
·  Look at the body condition scoring chart (one is located in the main room near seed and water pitchers.)  
·  Learn to feel for pectoral muscle definition and keel prominence. A bird is skinny when it has little 

muscle covering its keel, and is well fed when its muscle covers its keel well. You will always be able to 
feel the bird’s keel. What you are feeling for is the muscle definition around the keel. 

Deciding if to feed and how much to feed 
·  Empty, thin adult pigeons receive 10-15mL of formula per feeding. Empty, thin adult doves receive 5-

7mL of formula per feeding.  
·  See “Flow Chart for Tube Feeding” on wall near seed pitchers and water pitcher. 

 

Tube Feeding Tips 
 

Read through these steps completely before beginning to tube feed. You must also complete the tube 
feeding diagram on the next page before beginning to tube feed. After you completely understand these 
introduction pages and have finished the diagram, find the proper supervision needed to complete the 
participation exercise. 
 

·  Formula must be heated between 90ºF and 100ºF. Be very careful and make sure the 
temperature is not too hot. Crop burns, from formula that is too hot, are usually fatal! 

·  Sit down the first few times you tube feed until you are confident in your tube feeding method 

·  The bird must be properly restrained and upright, as discussed on the previous page. 

·  Make sure you are not putting any pressure on the bird’s crop!!! This will cause the bird to 
regurgitate the formula you are trying to feed it. Anytime a bird has formula in its mouth, it is 
possible for it to aspirate. 

·  Stretch out neck 

·  Open mouth 

·  Note glottis on back of tongue. This hole leads to the lungs. Therefore the outside of the tube 
must be formula-free before inserting it into the birds mouth since the tube will likely brush 
against the glottis at some point. When inserting the tube make sure you do not stick the tube in 
the glottis. 

·  Guide tube down the right side of the bird’s throat. If the neck is stretched properly, you should 
be able to see movement along the throat as the tube goes down. The tube should go down 
smoothly. If you feel resistance, take it out and try again.  

·  Insert the full length of the tube before depressing plunger. 

·  Depress plunger slowly. It should take about 5 to 8 seconds to empty a 10cc syringe. Watch 
carefully for formula that might come back up as you’re feeding. Stop immediately if the bird 
begins to regurgitate. 

·  Pinch off tube and remove it. 

If things go wrong: 

·  If the bird beings to regurgitate during or after your feeding, turn the bird upside down and help 
it get its airway clean by wiping its mouth out.  

·  Put it back in its cage and allow it to de-stress before handling it further.  
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S5 ID Exercise: 
 
Identify the parts of this 
diagram. Write the 
corresponding letters 
in the blank boxes. 
 

A. Syringe 

B. Glottis  

C. Tongue 

D. Trachea 

E. Esophagus 

F. Feeding Tube 

G. Crop 

H. Nares 

 
 
 
 
 
 
 
S5 Participation Exercise:  Today you will help with tube feeding.  Remind a manager when you first 
arrive that you need to be trained on proper tube feeding techniques.  You must complete the ID diagram 
before tube feeding. Make sure you ask for help each time you tube feed until you feel confident in your new 
skill. A manager must watch you tube feed first a pigeon and then a dove and sign off that you can do so 
correctly. Please find a manager to watch you BEFORE you begin to learn how to tube feed.   
 
 
 

Demonstrate to a manager that you can properly heat up formula. (Show them all of the steps). 

__________________________  _________ 

Manager Signature Date 

 
Tube Feeding Skills: 

 
First:  Adult pigeons are typically fed  ___mL. Second: Adult Doves are typically fed  ___mL. 

Pigeon 1: ______________________ _________  Dove 1: ________________________ _________ 

 Manager Signature   Date       Manager Signature   Date 

Pigeon 2: ______________________ _________  Dove 2: ________________________ _________ 

 Manager Signature   Date       Manager Signature   Date 
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S5 Critical Thinking Exercise: In this exercise, you will learn how to determine if a pigeon or dove 
needs tube feeding. 
 

To answer these questions correctly, you must read all of the directions! 
The questions must be answered in order, starting with question 1. 

 
Assume it is time to tube feed the 5 adult pigeons outside. There are check crop signs on their cages. 
 
Q1. Knowing that gravity will pull all the seeds the pigeons have eaten to the bottom of their crops, how do you 
locate the bottom of their crops? (It is located above which anatomical structure? Read page 3 of your 
workbook if you don’t know.) 
 
 
 
 
 
 
Q2. What else should you check on these birds before deciding how much to feed them or if to feed them at all? 
(This is something you should be able to physically see and feel. Hint: plump birds don’t typically need forced 
feedings. If you still do not know, you need to re-read the tube feeding introduction pages of your workbook.) 
 
 
 
 
You do what is listed in the question/answer above, but you’re unsure what normal looks and feels like. So you 
decide to quickly weigh the birds. You get the following weights. You also check the birds’ cards to see their 
intake weights, and you note that all the birds came in about a month ago. 
 
 
Often at the Care Center you will be consulting intake cards for intake weight and most recent weight to help 
you determine if a bird needs feeding.  
  Amount of seed in Crop      Intake Weight  Current Weight 
Pigeon 1:  about 20 seeds      255g         315g 
Pigeon 2: a golf ball amount of seed   200g          225g 
Pigeon 3:  a golf ball amount of seed   250g          305g 
Pigeon 4:  no seeds felt       285g          350g 
Pigeon 5:  no seeds felt        235g          195g 
 
Q3. Where can you look to find a typical weight for this species of bird? (Hint: this guide book is usually 
located at the intake desk.) 
 
The weight you find to reference is _______g. Assume that a healthy weight will range –7% to + 21% of this 
value. Weights that range higher than this range are still considered healthy. 
 
Calculated Range: ____________________ 
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 Q4. Using all the information you’ve gathered thus far, decide which birds need to be fed, and how much to 
feed them. Assume the maximum you’d feed a pigeon is 10-15 mL. 
 
Things to keep in mind: 

·  Tube feeding is stressful, so birds of healthy weights that are eating (determined by seeds in crop, 
weight gain, or seeing the bird eat) should not be tube fed at all.  

·  Birds well above healthy weight are likely eating, even if you can’t feel seed in crop. 
·  You may not feel seed in a bird’s crop first thing in the morning. The seed may be passing directly into 

the stomach or you may be checking before the bird has started eating for that morning. 
·  Baby birds will always be fed some amount of formula even if they are eating seed well (the formula has 

extra vitamins plus they need more calories to encourage growth). Also baby birds are fed different 
quantities than adults. Not relevant for this question, but you should still know it. 

 

  
Need Feeding?     

(Yes/No) 
How much 
formula? 

Should the manager be alerted about this bird?                                           
Why do you think this? 

Pigeon 1       

Pigeon 2       

Pigeon 3       

Pigeon 4       

Pigeon 5       

 
 
Q5. Which bird is in the greatest need of tube feeding? Circle one:   1  2  3  4  5 
 
  Explain why: 
 
 
 
Q6. Excluding dietary consumption, list 2 reasons why Pigeon 5 may have lost weight since intake? 
 
  1. 
 
 
  2. 
 
Q7. Locate the signs titled “Flow Chart for Tube Feeding Pigeons and Doves” and “Body Condition Scoring 
Chart.” Select a pigeon who is currently a patient at the Care Center, and use the flow chart to judge whether or 
not your pigeon needs tube feeding. You do not need to actually tube feed the pigeon; just practice the 
reasoning. Have a manager sign off that you can utilize these signs to judge when tube feeding is necessary. 
 
 
  ________________________  ________________________  __________ 
  Manager Name      Signature        Date 
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Shift # 6: People Power: Intake Practice and Dealing with the Public 
 
S6 Participation Exercise:  During Shift #2, you helped intake animals, now you get to practice!  
Participate in as many intakes as you can today. Ask every person who brings in an animal for a donation. Keep 
in mind which animals you are allowed to handle. Refer to the Shift #2 pages if you do not remember. 
 
 
S6 Critical Thinking Exercise:  There are many types of people who bring animals to Project Wildlife, 
and many types of conversations you will have over our door.   Write down how you would respond to the 
following situations.  Review your responses with a manager and have them sign this section. 
 
 ________________________  ________________________  __________ 
 Manager Name      Signature        Date 
 
1. An older couple brings in a cat caught hummingbird.  They tell you their cat catches birds all the time, that 
little rascal.  They go on to tell you they bring birds to us about once a month and their cat is a very good 
hunter. 
 
 
 
 
 
2. A non-English speaking person brings in a domestic rabbit they found in their yard.  You do not speak their 
language and this person keeps trying to hand you the rabbit. 
 
 
 
 
 
3. A woman comes in with several children and hands over a box of baby mice.  She tells you the children wish 
to watch you work on the animals.  If they can’t watch, they would like to wait until the animals are better and 
take them back home. 
 
 
 
 
 
4. A man brings in a healthy opossum in a trap.  He tells you he has trapped the opossum himself because it was 
getting into his garage at night.  He wants us to “get rid of it”. 
 
 
 
 
 
5. A school teacher has a sick pigeon that he believes has been poisoned.  The bird was found in the school 
playground.  He has seen other sick pigeons in the area and wants to know what we can do about the 
poisonings. 
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6. A young couple rushes in with a gull they found on the beach with a fishing hook in its mouth.  When you 
take the gull in the back room, you learn that he is no longer alive.  The couple are filling out the in-take card 
and asking you what an appropriate donation amount would be to help the gull. 
 
 
 
 
 
7. A concerned citizen comes in with no animal.  They ask you about a bird, they think it was a finch of some 
sort that they brought in about 3 weeks ago.  They would like to visit the bird and see how it is doing.  They 
also want to know if the bird can be released back into their yard because it was a regular at their window 
feeder. 
 
 
 
 
 
8. A woman stands breathlessly at the door and tells you she has picked up a very large bird, maybe a hawk, 
from the side of the road.  It is in her car.  She does not want to bring it in until you promise her that you will 
not euthanize the animal. 
 
 
 
 
 
9. Someone has brought us donations of towels, bird seed, and food bowls.  What do you do?  Do you need to 
fill anything out? 
 
 
 
 
 
S6 ID Exercise:  Locate and name ALL of the handouts and brochures available to give to the public.  Some 
are on the porch, and some are inside by the door. Briefly read through some of them so you will know when to 
hand them out. 
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Shift # 7: Disease Control 
 
S7 Participation Exercise: Today you will be learning all about diseases.  You have probably seen and 
heard about the various diseases we see on a regular basis.  Let a manager know that you are training on 
diseases today and that you would like to view prepared slides of parasitic specimen under the microscope. 
 
Today you need to learn how to wash syringes, and wash surgical/feeding instruments. Find a volunteer or 
manager to show you how to do these two things. Have them initial that they showed you. 
 
Q1. Copy down the directions on how to wash syringes: __________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

 
Q2. Copy down the directions on how to wash surgical/feeding instruments: __________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

 
S7 Critical Thinking Exercise: Use the zoonotic diseases handbook for Q1-Q4.  It is located in the 
Volunteer Training Manual. 
 
Q1. Define Zoonotic Disease: 
 
Q2. True or False. Humans can contract the following diseases directly from birds or by handling birds: 
 

 Chicken pox    T   F  Rabies     T   F 
 Ringworm    T   F  Salmonellosis   T   F 
 West Nile Virus  T   F  Trichomoniasis  T   F 
 Coccidia    T   F  Roundworm   T   F 

 
Q3. Hantavirus recently had an outbreak in San Diego County.  Humans who get the disease will think they 
have the flu but can potentially die.  What animals carry Hantavirus and how can you protect yourself while at 
the Care Center? How is Hantavirus transmitted? (Read Hantavirus handout.) 
 
 
 
 
Q4. Which animals coming into the Care Center can potentially carry rabies?  Who is allowed to handle these 
animals? 
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Q5. Ringworm is highly contagious from both mammals and birds.  What can you wear to protect yourself from 
ringworm exposure? 
 
 
 
 
Q6. Not all diseases are transferable to humans, but you can be a carrier and expose your pets at home to 
diseases you picked up at the Care Center.  What can you do to limit your pets’ exposure? 
 
 
 
Q7. List 5 medical supplies we have available to help protect you from disease exposure? 
 

1. 

2. 

3. 

4. 

5. 

 
Q8. It is important to understand how different diseases are transmitted from an infected animal to a healthy 
animal (including yourself). Below 5 routes of transmission are listed. For each route of transmission, list one 
disease that is transmitted that way. Look in the Field Manual of Wildlife Diseases. 
 

Infected   Healthy 
Animal   Animal   Disease 

1. Feces  �   Oral    _____________________________ 

2. Oral  �   Oral    _____________________________ 

3. Skin  �   Skin    _____________________________ 

4. Vector  �   Bitten    _____________________________ 

5. Feces  �   Inhaled   _____________________________ 

 
Q9. Being able to recognize symptoms of disease in birds is very important. Signs that a bird is not feeling well 
include: the bird is fluffed, not social with cage-mates, not gaping (for some species and ages only), and  
lethargic. Look in the Field Manual of Wildlife Diseases as well as the Volunteer Training Manual for 
additional symptoms of the following diseases. List 3 symptoms for each disease. 
 
Trich:  Pox: 
 1.  1. 
 2.  2. 
 3.  3. 
 
Coccidia: Roundworm: 
 1.  1. 
 2.  2. 
 3.  3. 
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S7 ID Exercise: Name the following six diseases. Use books and manuals around the Care Center to help. 
Many charts in the med room also provide good pictures. 
 
Circle all correct options: 
 
1. Which are transmitted via saliva?   A  B  C  D  E  F 

2. Which are transmitted via feces?    A  B  C  D  E   F 

3. Which are zoonotic?      A  B  C  D  E  F 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

A.  Raptor’s face. Field Manual  
of Wildlife Diseases p. 168 

C.  Inside of a pigeon’s crop. Field 
Manual of Wildlife Diseases p. 205. 

B.  Bottom of a bird’s foot. 
Manual of Raptors, Pigeons, 
and Waterfowl p. 165. 

A. Disease: ______________ B. Disease: ______________ C. Disease: ______________ 

D. Parasite ova: ____________ 

D.  Parasite ova from fecal.  
45� m. See parasite ova charts. 

E.  Parasite ova from fecal. 
35� m. See parasite ova charts. 

E. Parasite ova: _____________ 

F.  Parasite ova from fecal.  
80� m. See parasite ova charts. 

F. Parasite ova: _____________ 
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Shift # 8: Baby Birds 
 
S8 Participation Exercise: When learning to handle small babies (especially those from the incubator), 
always hold them over a counter or table as they can move unpredictably making them very easy to drop. Your 
lap is not a good substitute for a counter or tabletop since if they fall and hit it, they are likely to roll off then hit 
the floor. Depending on the season, you may not get to handle real babies.  As a Level I Volunteer you may 
not feed babies in the nursery until you have completed the Level I Workbook and have begun the Baby 
Room Training Workbook. 

�  Learn how to disinfect and maintain the incubators.  

�  Learn how to change babies’ nests and keep them clean.  

�  If there are nestlings and fledglings in the main room, learn how to stick and syringe feed them if you 
have not already.  

S8 Critical Thinking Exercise:  
 
Q1. Someone has brought in a nest full of eggs.  What should you do? 
 
 
 
Q2. A new batch of baby birds arrive at the door.  They are ice cold.  What should you do? 
 
 
Q3. A new batch of baby birds arrive at the door.  There seems to be tiny little bugs on the birds.  What are they 
and how do we remove them? 
 
 
Q4.  What are the differences between a hatchling, nestling and fledgling?   
 
 
 
Q5. How often do the following babies need to be fed? (Use the Baby Room Training Packet as a resource.) 
 

 Nestlings Fledglings 

Pigeons and Doves  _______________ _______________ 

Finches and Sparrows  _______________ _______________  

Mockingbirds  _______________ _______________ 

Cliff Swallows  _______________ _______________ 

 
Q6. What do you feed a baby pigeon or dove that has not yet opened its eyes? How does this differ after its eyes 
are open? 
 
S8 ID Exercise:  Use the baby bird book to familiarize yourself with different species. During baby season, 
spend a few minutes in the baby room being introduced to the different species of baby birds of different ages. 
 
Q7. What is the best way to tell a baby finch from a baby sparrow? 
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Shift # 9: Rules of Rehab 
 
S9 Participation Exercise: Help box animals and log them out when they are ready to go to homecare. 
Keep in mind which animals you are allowed to handle. Refer back to shift #2 if you don’t remember. 
 
When animals go to homecare they are logged-out in the Patient Log-Out binder. Look through this binder to 
get familiar with signing animals out.  
 
Also, postcards are removed and completely filled out, checking the box that states the animal has been 
transferred to a rehabber for future release. Have someone show you where completed postcards go. 
 
S9 Critical Thinking Exercise:  While the Care Center may be the first place a wild animal comes for 
help, it is not the last.  There are over 100 home care sites in the county that pick up animals from the Care 
Center to finish the rehabilitation process.  This section will help familiarize you with the entire process. 
 
Q1.  Under what permitting agencies do we operate?  (Three total.) 

1. 

2. 

3. 
 

Q2. How many days can an animal stay in the rehab program under our permits? Circle one: 
a. 90 days 
b. 180 days 
c. 1 year 
d. there is no time restriction in our permits 

 

Q3. What must an animal exhibit, in behavior and health, before it can be released? List 4 criteria. 
 
 1. 3. 
 
 2. 4. 
 
Q4. If an animal does not exhibit the above, and time is running out, what are the options? List 3 options: 

1. 

2. 

3. 
 

Q5. List 4 environmental characteristics that make up a good release site? 

1. 

2. 

3. 

4. 
 

Q6. What is a Project Wildlife Animal Ambassador? 
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S9 ID Exercise:  For each of the following, identify which animal can be released or not released.  If not 
released, does it need to be euthanized, can it be considered as an Animal Ambassador, or should it continue in 
rehab?  
 

1. Adult opossum that was hit by a car, sustained head trauma, and is now permanently blind 
 

Releasable?  Yes No 
 
If not releasable: Euthanize  Animal Ambassador  More Rehab 

 
2. Baby finch that has been in rehab for 6 weeks and is healthy (and no longer a baby) 

 
Releasable?  Yes No 
 
If not releasable: Euthanize  Animal Ambassador  More Rehab 

 
3. Young crow that has been raised by the public for the last 2 months, and is imprinted but healthy  

 
Releasable?  Yes No 
 
If not releasable: Euthanize  Animal Ambassador  More Rehab 

 
4. Window strike hummingbird that can no longer fly and is unable to eat on his own 

 
Releasable?  Yes No 
 
If not releasable: Euthanize  Animal Ambassador  More Rehab 

 
5. Pigeon with a foot injury that has healed correctly  

 
Releasable?  Yes No 
 
If not releasable: Euthanize  Animal Ambassador  More Rehab 

 
6. A duck with a leg break that healed well but its leg muscles are too weak to swim properly   

 
Releasable?  Yes No 
 
If not releasable: Euthanize  Animal Ambassador  More Rehab 

 
7. Red-tailed hawk with head trauma that still has a head tilt after 1 month (sign of neurological damage)  

 
Releasable?  Yes No 
 
If not releasable: Euthanize  Animal Ambassador  More Rehab 

 
8. Common Loon in rehab for 2 weeks, no injuries but still 500 grams under weight  

 
Releasable?  Yes No 
 
If not releasable: Euthanize  Animal Ambassador  More Rehab 
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Shift #10: Review! 
 

This is your last training shift as a Level I Volunteer. Congratulations!!! 
 

Review your entire workbook and complete any sections you have missed or skipped.  Ask your manager to 
help clarify anything with which you are uncertain. Obtain any signatures that may have been missed by 
demonstrating the skill necessary to obtain those signatures originally. Use the check off list below to make 
sure you have learned all of the individual components of this workbook. Also reread pages 3-4 and  
14-15, to review essential concepts. Fill out the last page of this workbook when you have finished. 
 

Check off List:  “I have learned ______________” 
 

Shift 1: 
�  How to properly heat formula 
�  How to prepare a lid of songbird salad 
�  How to distinguish between pigeon/dove seed, 

songbird seed, and jay seed 
�  What the birds at the Care Center are fed 
�  The names of the managers and volunteers on the 

same shift as I am 
 

Shift 2: 
�  Which animals I am allowed to handle 
�  How to handle small birds 
�  How to decide what type of container an 

animal should go in 
�  What intake conditions I should immediately 

inform a manager about 
�  Ways to ask for donations, what to do with 

donations, how to take credit card donations, 
and how to fill out receipts 

�  How to use contact postcards 
 

Shift 3: 
�  How to set up cages for different species  
�  How to clean a cage that is in use (change 

newspapers, water and food dishes, etc) 
�  How to use the dish sanitizer 
�  The locations of common cage supplies 

 

Shift 4: 
�  How to make 

o Trifectant 
o Diluted Nolvasan 
o Lemon Clean solution for syringe bath 
o 10% Bleach solution 

�  How to wash dirty cages and carriers at outdoor 
sink 

�  What each sink is used for 
�  How to use the steam cleaner 

Shift 5: 
�  Basic Anatomy of a bird’s mouth and throat 
 

For pigeons and doves, how to: 
�  Restrain birds 
�  Check crops 
�  Assess pectoral muscles and keel 
�  Decide if tube feeding is necessary 
�  Decide how much to tube feed 
�  Tube Feed 

 

Shift 6: 
�  How to respond to various intake situations 

involving the public 
�  The different handouts the Care Center has 

available 
�  How to always ask for donations 
 

Shift 7: 
�  How to disinfect/wash syringes 
�  How to wash and disinfect surgical/feeding 

instruments 
�  How to protect myself from disease exposure 
�  How to limit disease spread at the Care Center 
�  How to recognize some common Care Center 

diseases 
 

Shift 8: 
�  How to handle baby birds 
�  How to intake baby birds 
�  How to distinguish between a hatchling, nestling, 

and fledgling bird 
 

Shift 9:  
�  Project Wildlife’s mission statement 
�  Basic release criteria 
�  How to sign an animal out for homecare 
 

Shift 10:  
�  Reread and Review ENTIRE workbook 
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Completion Page 
 
When you have finished the checklist and are done reviewing your workbook, fill out your portion below then 
turn your entire booklet in to the manager you’ve worked with the most for them to review. After they have 
reviewed the book, they will sign this page. Turn this signed page in to the Care Center Supervisor. You will 
now be eligible to train as a Level II Care Center Volunteer. 
 
Then you may take the rest of this book home for reference. 
 
By signing below, you are assuring us that you have completely reviewed your workbook and feel 
competent in the skills you have learned. (If you do not feel you have reached that point yet, you may 
choose to wait several shifts before turning in your packet. Taking the extra time to develop your skills 
will benefit both you and the Care Center.) 
 
Volunteer Name: ___________________________________ 
 
Volunteer Signature: ________________________________ 
 
Date Completed: ________________ 
 
Do you wish to train as a Level II Care Center Volunteer? 
 
 
Manager Name: _________________       Signature: ____________________  Date Reviewed: __________ 


