Intake - Traffic Coordinator and Intake Runner JITT
Depending on need and volunteer availability, one person may cover both positions.

Animal Intake

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 Worker.

Triage/Medical
If available, it is preferred to have a Vet examining the animals before being admitted.  If a Vet is not available, and there is time and staff, another member can do Triage.

Animal Disposition

Traffic Coordinator or Intake Runner
· 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.
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