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REQUEST FOR PROPOSALS 

 

 

City of Dauphin  
Animal Services Officer 

 
 

Issue Date: May 1, 2024 
 

Submit RFP clearly marked “RFP for Animal Services Officer” to: 
 

City of Dauphin 
100 Main Street South 
Dauphin, MB R7N 1K3 

 
Or via email at  

submissions@dauphin.ca 
 

Closing Date & Time: 
 

Proposals will be received no later than 4:00 p.m. CDT, Friday, May 31, 2024 
 

Inquiries & Clarification: 
 

Any questions should be directed in writing no later than 4:00 p.m. CDT, Friday, May 24, 2024 to: 
 

Lisa Gaudet, PhD 
Deputy City Manager 

Email: dcm@dauphin.ca 
 

Relevant inquiries and responses will be recorded and posted on the City of Dauphin website 
www.dauphin.ca.  
 
 
 
 
 
 
 

mailto:submissions@dauphin.ca
mailto:dcm@dauphin.ca
http://www.dauphin.ca/
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1. Invitation 
 
The City of Dauphin (the City) is seeking to enter into a contract for the provision of Animal Services in 
the capacity of Animal Services Officer (ASO), which includes Animal Control Bylaw enforcement, 
operating the Animal Retention Centre (ARC), emergency animal services, and other related duties as 
specified in the Scope of Work (Appendix A). 
 
Pet licensing requirements and regulations pertaining to animal welfare and responsible pet 
ownership are set out in City of Dauphin Animal Control Bylaw 05/2020 (Schedule B). The City is in 
the process of revising this bylaw. 
 
The successful Proponent will work as an independent Contractor, will not hold a position as a regular 
City of Dauphin employee, and will not necessarily be provided with office space.  
 
The City reserves the right to negotiate Contract terms with the successful Proponent.  
 
2. Proposal Submission Requirements 
 
The Proponent shall provide a proposal submission to the City of Dauphin for review, consisting of the 
following: 

1. Cover letter indicating their animal care philosophy, their understanding of the scope and 
duties required for the role of Animal Services Officer as outlined in this RFP, and how 
their experience and education/training contribute to their suitability for this role.  

2. A resume specifically customized for the Animal Services Officer position, indicating 
employment and schooling history, with specific attention to any education, training, 
employment, and/or experience that would contribute to their suitability for this role.  

3. Completed Schedule C indicating the Proponent’s proposed monthly service fee for the 
provision of the services outlined in this RFP, based on an estimated average of 20 hours 
per week.  

4. Minimum of two references, including name, position, phone number, and email address. 
 
3. Qualifications and Experience 
 
The successful Proponent, and any person under their direction performing Animal Services duties, 
shall be: 

1. The full age of 18 years. 
2. Bonded in accordance with Section 6. 

 
And shall have: 

1. Valid Class 5 Manitoba Driver’s License. 
2. Grade 12 or GED equivalency. 
3. Knowledge of the City of Dauphin Animal Control Bylaw (Schedule B). 
4. Familiarity with the Canadian Veterinary Medical Association’s Code of Practice for 

Canadian Kennel Operations. 
5. Ability to inspire compassion and positive relationships between animals and people.  
6. Ability to communicate effectively and to handle the public with courtesy, authority, and 

professionalism. 
7. Ability to handle aggressive/uncooperative animals.  

 

https://www.canadianveterinarians.net/media/jgkpjouk/a-code-of-practice-for-canadian-kennel-operations-3rd-edition-2018.pdf
https://www.canadianveterinarians.net/media/jgkpjouk/a-code-of-practice-for-canadian-kennel-operations-3rd-edition-2018.pdf
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8. Ability to handle difficult people and situations with a calm, rational, but assertive 
demeanour. 

9. Time management skills and the ability to work with minimum direct supervision. 
10. Ability to maintain administrative records and prepare clear, concise, accurate reports. 
11. Ability to understand and effectively apply the principles and techniques of the humane 

handling of animals. 
12. Some knowledge of animal care as to examine animals for indications of abuse, disease, 

injury, or infestation. 
13. Ability to investigate and resolve wildlife concerns (e.g. racoons, skunks, foxes).  
14. Knowledge and skill in the operation of equipment and tools required for the position. 
15. Ability and willingness to work after hours and weekends as needed. 

 

Experience preferred: 
1. In dealing with the capture and care of animals. 
2. In related law enforcement field.  

 
4. Equipment Provided by the City 
 
The City shall provide record books, report forms, business cards, photocopying, advertising, and 
mail-out service. Record-keeping materials are only on loan to the Animal Services Officer and shall be 
surrendered to the City of Dauphin on demand.  
 
The City shall provide a cell phone with voicemail for the use of the Animal Services Officer. This cell 
phone is only on loan to the Animal Services Officer and shall be surrendered to the City on demand.  
 
5. Equipment Provided by the Animal Services Officer 
 
The Animal Services Officer will provide their own vehicle (including fuel) to be used for patrols and 
for the transport of animals. They will also provide animal cages, animal capturing equipment, and any 
other incidentals necessary for the performance of their work.  
 
6. Bonding 
 
The Animal Services Officer, and any person(s) performing Animal Services duties under their 
direction, shall be bonded and shall comply with providing satisfactory criminal records check and 
vulnerable sector check.  
 
7. Insurance 
 
The City of Dauphin’s insurance policy Certificate #AMM065 includes liability insurance to cover the 
Contractor in their authorized performance of work as the Animal Services Officer. Any additional 
insurance coverage is up to the discretion of the Contractor.  
 
8. Term of Contract 
 
The successful Proponent agrees to enter into a services contract with the City of Dauphin for a term 
of three years with the option for two one-year extensions. The term of the contract shall be from the        
1st day of the month and monthly thereafter following the date of execution of the Agreement by both 
parties. The termination of the contract shall be by a notice of at least 60 days in writing from either 
party.  
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9. Payment 
 
The Animal Services Officer shall be paid an agreed-upon monthly service fee for Animal Services 
rendered. This monthly fee shall be compensation in full for all labour, equipment, tools, and 
incidentals necessary to complete the work in accordance with these specifications. 
 
The Animal Services Officer shall compensate any person(s) they have hired to work in their absence 
from their monthly service fee for any payment for services and other incidentals required to perform 
Animal Services duties.  
 
10. Special Considerations 
 

1. The opening of the Proposals will not be public. 
2. Proposals that are informal, incomplete, or otherwise fail to comply with the requirements of 

the RFP or are otherwise irregular in any way may, at the sole discretion of the City, be declared 
invalid and rejected.  

3. The City reserves the right to accept or reject any or all Proposals or to accept any Proposal 
should it be deemed to be in its best interest to do so in its sole and absolute discretion. The 
lowest monthly service fee bid will not necessarily be accepted. 
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APPENDIX “A” 
 

Scope of Work 
 
The Animal Services Officer reports to the Deputy City Manager and is responsible for administering 
and enforcing the City of Dauphin’s Animal Control Bylaw and serving as the Animal Retention Centre 
(ARC) Operator. These roles include regular Animal Services during normal business hours, 
emergency animal services on an on-call basis, educational/public relations services and providing 
assistance to other agencies, customer service, record-keeping, and reporting. 
 
The estimated average number of work hours required per week for all services outlined below is 
approximately 20 hours for a total approximate average of 80 hours per month.  
 

1. Regular Animal Services – 8:30 a.m. to 4:30 p.m., Monday to Friday, as required, including 
responding to, investigating, and resolving the following, which may arise from a complaint or 
from observation via a regular patrol: 

a. Animal cruelty 
b. Domestic animal at large 
c. Barking dog causing disturbance 
d. Unlicensed dog or cat 
e. Dog or cat with no rabies vaccination 
f. Dog threatening a person or domestic animal 
g. Dog or cat bite 
h. Dangerous dog behaviour 
i. Abandoned animal 
j. Animal hoarding 
k. Deceased dog, cat, or wildlife requiring removal from public property 

 
2. Emergency Animal Services – after hours on an emergency basis only for uncommon 

situations involving: 
a. An unsecured aggressive dog that is a threat to persons or domestic animals. 
b. An injured dog where the owner cannot be located. 
c. Animal in distress that requires immediate assistance (e.g. animal in a hot car) 

 
3. Animal Retention Centre (formerly “City Pound”) Services – seven days per week, as required: 

a. Setting up and monitoring animal traps as required. 
b. Transporting captured, seized, and/or abandoned dogs and cats to the ARC for their 

initial intake and then transporting them to a designated shelter facility (e.g. Barkland 
Pet Resort and Crematorium) for care during their three-day hold. 

c. Ensuring sanitary conditions and the humane treatment of animals at the ARC facility 
in accordance with the Canadian Veterinary Medical Association’s Code of Practice for 
Canadian Kennel Operations.  

d. Ensuring all detained animals are provided with sufficient food, water, and veterinary 
care if they are injured, sick, or suffering, to be paid for by the owners if identified; to 
be paid by the City if no owners are identified.  

e. Checking for City of Dauphin license tag, tattoo, and/or microchip to facilitate the 
return of the animals to their owners. 

f. Transporting and disposing of euthanized animals in a professional and sensitive 
manner. 

https://www.canadianveterinarians.net/media/jgkpjouk/a-code-of-practice-for-canadian-kennel-operations-3rd-edition-2018.pdf
https://www.canadianveterinarians.net/media/jgkpjouk/a-code-of-practice-for-canadian-kennel-operations-3rd-edition-2018.pdf
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4. Education/public relations and the provision of assistance to other agencies: 

a. Encouraging, monitoring, and enforcing the licensing of dogs and cats in accordance 
with the Animal Control Bylaw. The City administers the pet licensing system. 

b. Liaising with the Parkland Humane Society and other rescue organizations in a 
positive, mutually beneficial, and professional manner. 

c. Assisting the RCMP in the enforcement of the Animal Husbandry Act.  
d. Liaising with the Bylaw Enforcement Officer, who has the authority to issue penalty 

notices/fines for Animal Control Bylaw infractions. 
e. Attending Court proceedings and providing evidence for any animal-related cases as 

the City representative, as required.  
f. Managing the City Animal Services Facebook page to advertise detained animals in an 

effort to reunite them with their owners.  
g. Providing content for public service announcements or educational campaigns 

regarding animal welfare and/or bylaw requirements.  
 

5. Customer Service 
a. Responding to calls in a courteous, professional, calm, and helpful manner.  
b. Retrieving phone messages within 15 minutes. 
c. Contacting emergency callers immediately upon receipt of the message. 
d. Returning daytime non-emergency calls during the same business day.  
e. Returning after-hours non-emergency calls the next business day, but not longer than 

24 hours from the time the call was received.  
 

6. Record-Keeping and Reporting 
a. Keeping a daily activity log, including hours worked each day. 
b. Documenting every complaint received, whether verbal or in writing (e.g. via 

correspondence, email, or e-service request), including particulars of investigation and 
outcome. 

c. Maintaining detailed records pertaining to dog bites, dogs deemed to be “aggressive”, 
the breeding or hoarding of animals, and other bylaw infractions. 

d. Maintaining statistics and records for animals detained at the Animal Retention 
Centre, including intake details, number of days detained, animals returned to owners, 
animals transferred to rescues, animals adopted directly, animals euthanized. 

e. Providing monthly reports to Council, in a format to be determined by the City, 
following a monthly review with the Deputy City Manager. 

f. Providing copies of all Animal Services records to the City on demand or at least 
annually. 
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APPENDIX “B” 

 
City of Dauphin Animal Control Bylaw 05/2020 
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APPENDIX “C” 

 
Proposed Monthly Service Fee 

 
The undersigned Proponent has carefully examined the conditions, specifications, and requirements 
for the work requested and will provide contracted Animal Services, for an estimated average of         
20 hours per week, to the City of Dauphin as per the scope of this request. 
 
This Proposal is valid for 60 days.  
 

Description Fee in Canadian Funds 

Animal Services Officer contract services per month $ 

5% GST $ 

TOTAL $ 

 
 
 

_______________________________ 
Name 

 

_______________________________ 
Signature 

 

_______________________________ 
Date 


	City of Dauphin
	Animal Services Officer

