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Sitter4pets Pet and House Sitting Services 
 

Procedures 

 
 

Procedure 

Title 

 Procedure 

Description 
   

Work  

Procedures 

1.1 The sitter is to strictly follow these Procedures which have 

been put in place to safeguard the sitter and to ensure that 

each booking runs as smoothly as possible. 

 

 1.2 Sitter4pets will be contacting the sitter through telephone 

calls or emails regarding any job offer.  The sitter is expected 

to reply to any job offer (whether they can cover the work or 

not) within 24 hours of receiving it.        

    

 1.3 The sitter will be expected to attend each and every pet meet 

where they will meet the client and their pets. It is highly 

likely that Eleanor will also be in attendance at each pet meet. 

 

 1.4 During all pet meets, the sitter will remain aware of the pet’s 

behaviour and manner.  The sitter will not encourage the pet to 

get too excited during the visit.  For example, if a dog is jumping 

up at for attention, the sitter is to ignore this behaviour until 

it subsides.  The sitter will not tell the dog off for jumping up. 

The sitter will keep their hands and arms out of reach of the 

dog so no harm will come to them or their garments. If the dog 

persists in jumping up, the sitter is to turn their back to them 

and/or ask Eleanor to assist. 

 

 1.5 The sitter shall never take any action which might endanger 

their own health or safety either in an emergency or in the 

routine execution of their duties. 

 

 1.6 Arrangements will be made for the client’s property keys to be 

provided to the sitter by Sitter4pets or by the client.   
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Procedure 

Title 

 Procedure 

Description 

Work  

Procedures 

1.7 All the information that is required to cover any booking will 

be provided to the sitter.    The client’s information 

represents their wishes and will not be over-ruled. 

 

The client information will be available to the sitter via the 

S4PShareportal.   

 

A video tutorial showing the layout of S4P Shareportal will be 

shared with the sitter with full training provided.     

 

 1.8 For each agreed Pet/House sitting booking, the sitter will be 

required to make their own transport to the pet owner’s home 

and complete the pet sitting duties in accordance with the pet 

owner’s instructions. With all pet/house sitting bookings, the 

sitter will be required to stay each and every night at the 

client’s home for the full duration of the booking. 

 

 1.9 The sitter agrees not to post any Facebook comments on 

Sitter4pets client posts.  The sitter understands that clients 

regularly post about their pets on Facebook. The same applies 

to other similar websites. 

It is the responsibility of Eleanor, the business owner, to 

comment on these posts if and when she feels it is appropriate.  
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 2.0 If the sitter is unsure about anything during a booking (such as 

a dog misbehaving, a pet’s medication, an issue with the client’s 

home) they will immediately contact Eleanor for advice.  If 

Eleanor feels it is necessary, she will contact the client for 

advice. 

 

 2.1 For any pet sitting bookings that include dog walking or taking 

the dog off the client’s property, it is imperative that the dog 

is kept on a lead at all times even if the client provides 

permission for off lead.  

If any client gives permission to take the dog off lead, 

Sitter4pets will make the decision as to whether to honour this 

permission. 

 

If Sitter4pets decides that the dog should not be taken off 

lead, it is required that the dog be placed on an extender lead 

instead so the dog has some freedom but the sitter remains in 

control at all times. 

 

 2.2 The sitter will continuously act in the best interest of the 

pets in their care.   The sitter will seek veterinary advice or 

assistance if the pet sustains any injury while under their care 

or a known condition of a sick pet starts to deteriorate in any 

way.  The sitter will use the Veterinary telephone number 

provided by the client to obtain advice and provide updates to 

the client and Sitter4pets as and when appropriate.   
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Description 

 2.3 In the event of a pet emergency, accident or illness, the sitter 

will contact the veterinary clinic immediately by telephone for 

advice.    

The sitter is advised to save the Vet Emergency contact 

number in their own mobile phone prior to the booking start 

date to save time searching for it in an emergency.  

 

Full Emergency Procedures will be provided on the S4P 

Shareportal.  

 

 2.4 The sitter will complete all the tasks necessary for the care 

of the client’s pets in accordance with their instructions.   For 

example, if a cat has two meals per day but has not eaten 

their first meal, the sitter agrees to throw that food away 

and provide fresh food for the pet’s second meal.   

 

 2.5 With some bookings, it may be necessary to use the client’s 

vehicle for duties such as transporting their pet to their routine 

walking area or to take them to the vet.  It is the client’s 

responsibility to ensure that the sitter is insured and evidence 

of this shall be showing on the Sitter4pets Shareportal.  

 

 2.6 The sitter is not to leave the property unattended for any 

period longer than 3.0 hours during daylight or 1.0 hour after 

dark. 

This time period is the default and may be different for each 

booking, these will be specified. 

 

 2.7 At no time is the sitter allowed to receive personal visitors at 

the client’s property – not even close members of their family. 

Such meetings must take place off-premises. 

 

 2.8 The sitter is to stay in the client’s home until they are able to 

hand over to the client or their representative or another 

member of Sitter4pets.   The sitter can leave the property 

before the client’s return only if they have given their written 

permission to Sitter4pets. 
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 2.9 The sitter is not allowed to smoke in any part of the client’s 

property. 

 

 3.0 The sitter will not consume alcoholic drinks on the client’s 

property. 

 

 3.1 The sitter may only consume food items that the client has 

provided and any other food that is likely to perish before 

their return, for example ripe fruit   The sitter will not 

consume any of the client’s alcoholic drinks.  The sitter will 

bring their own food during their stay. 

 

 3.2 The sitter understands that they are not there as a cleaner or 

animal trainer; the sitter is there to maintain the status quo and 

will not change things around or get involved in extra duties that 

are not specifically mentioned on the client information pack.   

The way the sitter finds things are the way the client likes 

them. 

 

 3.3 The sitter agrees to only provide garden maintenance that has 

been approved by the client. 
 

 3.4 During all bookings, if there are any maintenance issues with 

the home or garden, the sitter will contact Eleanor for advice 

in the first instance.    

 

For any emergency issues with the home or garden, full 

Emergency Procedures will be provided on the S4P 

Shareportal.  

 

 3.5 The sitter will maintain the cleanliness of the client’s home 

and return the property to its owners in a clean and tidy 

condition. 

 

 3.6 The sitter will bring their own toiletries to each house sitting 

booking.  The client is expected to provide the sitter with 

clean bedding and towels for their stay. 
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 3.7 The sitter will ensure that they are available for all required 

dates before agreeing to a provisional booking.  Once the 

booking has been confirmed, the sitter will not cancel unless 

there are unforeseen circumstances or an emergency. 

 

 3.8 If the sitter is unable to undertake a booking or cannot 

complete it through illness or for whatever other reason, they 

will telephone Eleanor as a matter of urgency who will then 

contact the client directly.  

 

 3.9 If a pet sitting booking is cancelled, Sitter4pets will inform 

the sitter immediately. The sitter will not receive any 

remuneration for cancelled bookings. 

 

 4.0 If Eleanor happens to receive a cancellation on work that she is 

scheduled to cover, she reserves the right to take on any of 

the sitter’s work that is booked during the same period.  

 

 4.1 The sitter agrees to listen and learn from Eleanor’s 

experience and knowledge when it comes to pet and house 

sitting.  Eleanor may, from time to time, offer advice on how 

to behave around certain pets.  The sitter will follow this 

advice when it is provided, even if it seems to contradict their 

own thoughts.  Eleanor will be providing this advice to assist 

the sitter and for them to learn from her own 

mistakes/experience.   
 

 4.2 On the penultimate day of each pet/house sitting booking 

ending, the sitter is required to complete the Handover 

Checklist. This checklist will be available via the S4P 

Shareportal and clearly shows the tasks to be completed 

before the sitter finishes the booking.  
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 4.3 The sitter is expected to leave the owner’s home in the 

same condition as it was found and not to cause any damage.   

 

Should any damage be accidentally caused or any repairs be 

needed (such as a blown lightbulb) the sitter is to complete 

the Accidental Damages section on the S4P Shareportal.  
 

 4.4 The sitter will be required to post the property key(s) 

through the pet owners letterbox at the end of each pet 

sitting booking unless otherwise instructed by the client.   

 

 4.5 The sitter may, from time to time, be asked to complete 

online courses which will benefit them and the business 

when providing the highest standard of care for our clients 

and their pets.    A copy of the course certificates are to be 

uploaded to the S4PShareportal. 
 

 4.6 The sitter will be added to Sitter4pets Pet Sitting 

Insurance as a self employed sitter.    
 

 4.7 The sitter is required to obtain a DBS check (Standard 

Disclosure Form).  A copy of this certificate is to be 

uploaded to the S4PShareportal. 

 

 4.8 The sitter is to complete (and renew when necessary) a Pet 

First Aid Certificate.   A copy of the certificate(s) are to 

be uploaded to the S4PShareportal.  

 

   

Security 4.9 It is a legal requirement that all Sitter4pets log in details 

(such as the sitter’s username / passwords for the 

SharePortal and the App) are to be kept private and secure.   

 

Each sitter is to ensure that their computer devices and 

phone are password protected to keep Sitter4pets 

information secure.   

 

All the client’s information which is provided to the sitter, 

whether this be electronic or paper will need to be kept 

safe, secure and allowing no one else access to it.   
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 Procedure 
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Security 5.0 The sitter is to keep all information about the clients – 

their names, their movements, their property – strictly 

confidential and secure in accordance with Sitter4pets 

Privacy Policy.   

 

The ability to be discreet is an important part of the trust 

we aim to build with our clients; it can be destroyed by 

gossiping or name-dropping, especially around the client’s 

neighbours or household staff. 
 

 5.1 The sitter will safeguard the client’s residence and ensure 

that the property is safely locked and secured after every 

visit. 

 

 5.2 To lock up the property and switch on all alarm systems 

whenever the sitter leaves it unoccupied, for however short 

a time (unless otherwise instructed). 
 

 5.3 The sitter to carry a copy of the client’s house key with 

them at all times during the booking and to make sure the 

key remains safe and secure at all times.   

 

 5.4 Each sitter has access to Eleanor’s 24 hour helpline (0781 

484 3051) for any emergencies or questions. 

Eleanor encourages sitter’s to contact her should they be 

unsure of anything. It is then her responsibility to deal 

with the situation as she sees fit.   
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Security 5.5 

 

 

To never let anyone into the house on whatever pretext until 

the sitter is completely satisfied that they have a legitimate 

reason for being there.   

 

Any expected visitors will be mentioned in the Client 

Information section on the S4P Shareportal.  
 

   

Sitter4pets  

S4Pshareportal 

Booking Section 

5.6 The sitter will have 24 hour access to the S4PShareportal 

Booking Section.  

 

This Booking Section allows the sitter to review the details 

of each particular job and add all the tasks that they 

complete. The sitter will also be able to upload photos/ 

videos and send and receive messages through this section 

so that the client is kept up to date. 

 

The sitter will be provided with a tutorial video which 

explains exactly how to use the Booking Section.   
 

 5.7 This Booking Section is to be used on a daily basis during 

any pet sitting booking so the client can access it and know 

the latest update at any time.  

Eleanor has the ability to log on to the Admin panel of the 

Booking Section and review any booking currently in 

progress and being covered by any sitter.  If the sitter 

comes across any problems with the Booking Section, they 

are to inform Eleanor immediately so that she may remedy 

the situation. 
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S4Pshareportal 

Booking Section 
5.8 If for whatever reason, the Booking Section is not 

available, the sitter will be required to text Eleanor by 

12:00 noon each day during all pet sitting booking to 

provide an update on the pet's wellbeing.  Eleanor will then 

contact the pet owner with the same update. The sitter is 

welcome to text again that day if they wish to.  The sitter 

will be required to send a short video (for example about 1 

minute long or so) and a photograph of the pet(s) once per 

day. The sitter can do this via Whatsapp to Eleanor’s mobile 

number – 0781 484 3051. 

 

 5.9 These Procedures and the Codes of Conduct may be updated 

from time to time.  Each sitter will be notified of any 

updates via the S4P Shareportal and these will require 

reviewing and signing by each sitter.   

 

S4Pshareportal 

Available  

Documents 

6.0 Information available via S4PShareportal: 

 

Procedures 

Codes of Conduct 

Business Privacy Policy 

Contract 

Emergency Procedures – Pets 

Emergency Procedures – Property 

Safety and Security Guidelines 

 
 

 

 

 

 

 

 


