Intake Case Worker #2 JITT

Animal Intake
· Put the ID tag on the animal (the owner can put on, if necessary)
· Scan for Microchip and note on Intake Form
· Write date, Deployment ID, Animal ID, on whiteboard - take a picture of owner and animal and whiteboard together
· Take a picture(s) of any unique features on common animals (example: black dog).
· Take a picture of just the animal with the snap/instant camera
· Print and place photo on cage card, if instant photo is available 
· Notify housing what type of animal(s) you have coming their way
· Request an animal handler from Housing, Decon, or Medical, as appropriate
· Send the animal(s) to housing, Decon, or medical, as appropriate (The need for medical and/or decon will be determined by the Intake Lead)
· Send the Cage Card with the animal
· If Medication Log S-008 was filled out, send with the animal, unless there is medical on staff, then they will maintain the document.
· Add all forms to the In-basket to be filed later. Make sure the forms are completed before filing.

[bookmark: _Hlk152836934]NOTE
· This is mainly a standing, moving position so stage your supplies where they will be easy to access.  This may include wearing a “tool belt”.  
· If animal is unaltered, notify housing and ask or an appropriate handler.
· Before end of day, all photos need to be uploaded to Intake file and labeled with the animal ID.
· Before end of 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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