Intake Case Worker #1 JITT

Animal Intake
· Review Intake Form and verify information is complete and legible 
· If the owner is short on time or refuses to complete, as a minimum make sure they sign the Authorization to Shelter and as much information as possible on the Intake Form(s) such as phone number, animal information.
· Verify the Authorization to Shelter has been signed & dated then complete the top portion of the form, using information from the Animal Intake Form.
· Ask for driver’s license or other form of ID and add to Intake Form
· Complete Cage Card completely and legibly, using information from the Animal Intake Form and verifying with owner
· If the animal is taking medication, call for medical (if available) to interview the owner and complete Medication Log S-008.
· Add the animal(s) to the Master Animal ID Log #S-010
· Assign Animal ID#
· Add Animal ID# to: Master Animal ID Log, Intake Form(s), and Cage Card
· Add Owner ID# to the Authorization to Shelter
· Give the owner a copy of the Authorization to Shelter – they will need this to reclaim their animal(s)
· Add Animal ID# to an ID tag 
· Add Owner ID# to a wrist ID tag or other ID tag & give to the owner.  They can also take a picture of the ID#. They will need the ID# and/or the Auth to Shelter to reclaim their animals(s).
· Give the paperwork and animal ID tag to Intake Case Worker #2
· Add cage/stall number to the Master Animal ID Log once housing reports it back to you (you may have to remind them).  

NOTE
· Review with the owner any behavior/special requirements they mentioned.  If none are noted on the paperwork, ask them if there is anything we need to know, in case they didn’t write it down.
· If animal is unaltered notify housing and ask for appropriate handler
· Before end of day, all photos need to be uploaded to Intake file and labeled with the animal ID.
· Before the end of the day, all the forms need to be completed and filed.
· Complete a Change/Completion of Shift Report when leaving for the day.
· Three blasts of whistle signify a loose animal.  Close all doors & gates.
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