                        WASART
Intake Lead
Checklist
	
	

	Shelter Details
	
Shelter ID: _________________ DEM#________________ Date: __________

Address ________________________________________________________

Coordinate With

Small Animal Shelter Lead ________________________   Cell #______________

Large Animal Shelter Lead ________________________ Cell # ______________

Gate Attendant __________________________    Cell # ____________________

Points of Contact 

STL/Shelter Manager ________________________ Cell# _________________

Medical Lead ______________________________ Cell# _________________

Supply Coordinator _________________________ Cell# _________________

Safety Officer ______________________________ Cell# _________________


	
	

	Event Details
	
Name ___________________________    Shift _____________________

Operational Period __________________   Vest:  Red

Radio ________________         Supervise: Intake Shelter Workers

Staffing Needs: Traffic Management, Runners, Animal Handlers, Intake Case Workers- at least 2

Intake Case Worker #1 ______________________________________  

Intake Case Worker #2 _______________________  _______________________

Traffic Coordinator _____________________Intake Runner_____________________

_____________________   ______________________



	
	

	Purpose & Goals
	· Document and identify all animals upon entry to the animal shelter. 
· Manage information on lost and found animals and verify owner information to reunite stray animals with owners. 
· Work with veterinary staff to do medical exams prior to intake and do brief triage exams when no medical staff is available. 
· Manage ingress/egress of owners who are assisting with animal care. 
· Manage the reclamation of animals when owners return to pick them up.


	
	

	Priorities
	· Get owners through the line as quickly and efficiently as possible
· Make sure volunteers understand their roles


	
	

	Duties
	· Train new volunteers on Intake Procedures
· Train new volunteers on Intake Forms
· Assigning Positions
· Scheduling breaks
· Communicating with STL
· Deal with any issues that come up
· Determine who will Assign Master ID
· Request assistance as needed

	
	

	Forms 
	Forms and Procedures Needed (approx.25- 50)
S-043 Auth to Shelter                         S-048 Cage Card
S-049 Animal Disposition                   S-050 Animal Intake
S-051 Intake Supplemental                

☐Paperclip Intake packets to include:
S-043 Auth to Shelter
S-050 Animal Intake
Have some packets ready on clipboards

☐Keep copies handy on a clipboard
S-051 Intake Supplemental
S-048 Cage Card
S-010 Master Animal ID Log

Procedures to keep handy (tape to table or put in sheet protector)
Master Animal ID Procedures
JITT Procedures for each position


	
	

	Set Up
	Canopy (if needed for the weather), chairs, signage, table(s)
☐Charge Snap Camera             ☐Charge Home Again Microchip Scanner
Totes Needed
☐Animal Intake   ☐Intake Forms ☐Owner paperwork files

Pull and stage the following: 
 Intake Case Worker #1 Area: ☐ID Tags  On Clipboards: ☐Master Animal ID Log  ☐Intake Packets (at least 10)☐Cage Cards Intake Supplimental
 Intake Case Worker #2 Area: ☐Camera Polaroid/Snap ☐ Inkpaper ☐Glue Sticks (for pictures) ☐Camera/Phone (for taking picture with whiteboard) ☐Microchip Scanner          ☐Whiteboard ☐Whiteboard cleaner/eraser   ☐ Whiteboard Marker   ☐Tool Belt
 Central: ☐Clipboards (20) ☐Gloves ☐Hand sanitizer ☐Muzzles ☐Paperclips ☐Pens     ☐Highlighters ☐Sharpies ☐Notebook ☐Scissors ☐Slip Leads ☐Stapler ☐Paper Towels ☐White Boards ☐Intake Paperwork Basket
☐Forms (place someplace for easy access by multiple people)

Other Supplies Needed
Vest for intake case workers – orange or red
Radio(s) - 1 for Intake Supervisor and 1 for Intake Coordinator(s)
10-15 clipboards 

Post Intake Signage

☐Charge Snap Camera
☐Charge Home Again Microchip Scanner
☐Verify AA batteries for Reunite Scanner work


	
	

	Intake Roles and Procedure
	Intake Coordinator
· Assign Positions
· Review JITT procedures
· Determine who will assign Master Animal ID #’s 
· Request support from the Shelter Manager as needed 
· Answer questions and assist Intake as needed
· Remind housing to report back cage/stall number
· If there is a Vet available, request they are at intake to assess animals and complete medication logs as needed.  

Traffic Coordinator
· Direct traffic flow
· Answer questions

Intake Runner 
· Hand out Intake Packet (Forms S-043 & S-050) to owner as they are lined up/in their cars.  Ask owner to read and sign the Auth to Shelter Form and complete the Animal Intake Form
· If they have multiple animals, give them S-051 Intake Supplemental 
· Bring the paperwork to Intake Case Worker #1 
Note: If traffic is busy or at a distance from the Intake Station you can have the owner give their paperwork to the Case
[bookmark: _Hlk152835713]
Intake Case Worker #1

· 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).  

[bookmark: _Hlk152835914]Intake Case Worker #2
· 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.

Animal Disposition 

[bookmark: _Hlk152835543]Traffic Coordinator
· Collect the owner’s ID (drivers license etc),copy of Authorization to Shelter and/or Owner ID#
· If they do not have their copy of the Authorization to Shelter or their assigned Owner ID#, get the animal(s) name
· Bring ID and Authorization to Shelter to Case Worker #1
· Direct the owner to correct location
Note: If traffic is busy or at a distance from the Intake Station, you can radio in the Animal ID# to intake and have the owner give their ID and their copy of the Authorization to Shelter to the case worker.

[bookmark: _Hlk152835743][bookmark: _Hlk152835934]Intake Case Worker 
· Pull animal(s) paperwork along with an Animal Disposition Form (S-049)
· Verify owner’s identification 
· Case Worker to complete the top half of the Animal Disposition Form, owner to initial where appropriate, sign and date at the bottom.  Case Worker to sign and date the last line of the form and give a copy to the owner.  
· If there were medications or treatment given, contact Vet requesting corresponding documentation (Medication Log S-008 and Medical Exam S-019).  If no vet on staff, the Medication Log will come from housing.
· Notify housing of animal pickup
· Give owner copies of any medical forms utilized 
· Release animal to the owner
· Complete disposition information on the Master Animal ID Log and highlight the row in yellow
· File paperwork or add to in-basket to be filed later.  Verify housing has returned their paperwork (cage card, medication log, etc).


	
	

	Demob
	· Pack up all supplies and equipment, check in and carefully reload. 
· If supplies are wet, damaged or missing – let supply manager know
· Clean up and arrange area as it was before
· Check in with Intake Supervisor


	
	

	Things to Consider
	End of day all photos uploaded to Intake file – label it with animal ID#

Change/Completion of Shift – Complete the Shift Report Form S-024a (full page) or S-024b (half page) and brief your relief.  

Three blasts of whistle signify a loose animal.  Close all doors and gates.

Cage/Stall number - Enter the cage/stall number on the Master Animal ID Log (you may have to remind Housing to report it back to you.

Make sure the cage card is complete with information from the intake form, including behavior and special requirements.  Housing is going to be relying on that form.

Report all personal injuries to your lead
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