
Emergency Animal Sheltering

Animal Intake Procedure

Washington State Animal Response Team



Intake
Organization and teamwork are critical.

This area can get busy, especially at the start of 
an event.

Every animal admitted into our shelter must go 
through the intake process.

People can get impatient due to a stressful 
situation but we need to properly document 
their animals so they can get the best care and 
be released back to their rightful owner.
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Animal Intake Roles
Traffic Coordinator – Directs traffic flow.

Intake Runner – Distributes paperwork and reports incoming animals to Intake.

Animal Handler – A qualified handler to manage animals.  This may include assisting while owner’s complete 
paperwork or moving animals to another location. 

Case Worker #1 – Review and complete paperwork.   Assign a master animal ID number.

Case Worker #2 – Taking pictures, microchip scanning, putting ID tag on the animal. This position involves 
standing and moving around.
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Traffic Coordinator
Assisting owners to expedite traffic flow.

Providing owners instructions, such as 
where to park, donations, where to locate 
Intake.
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Intake Runner
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•Hand out Intake Packet to owner as they are lined up or in their cars.  Ask owner to 
read and sign the Authorization to Shelter Form and complete the Animal Intake Form.

•If they have multiple animals, give them the Intake Supplemental Form.

•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 directly to the Case Worker.



Medical/Triage
If available, it is preferred to have a Veterinarian/Vet Tech or Vet Assistant examining 
the animals before being admitted. If a Veterinarian is not available, the most qualified 
staff on site does the exam.

This person will do the following:

           Complete the Triage form

           Record vaccination status

           Identify medications or supplements
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Intake Case Worker #1
Review and complete Intake forms.

Add the animal to the Master Animal ID 
Log.

Add Driver’s License/ID information to the 
Intake Form.

This position requires legible handwriting 
and attention to detail.
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Intake Case Worker #1
If the animal is taking medication, call for 
medical (if available) to interview the 
owner and complete the Medication Log. 

Add ID number’s to forms and an ID tag.

Give the paperwork and animal ID tag to 
Intake Case Worker #2.

Give the animal owner a copy of the 
Authorization to shelter or have them take 
a picture of it.  (they will need this to 
reclaim their animal)
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Creating Animal ID Numbers
Deployment ID# OK18-1: Location (2 letter identifier) 
year, # of deployments to that location that year.

Owner ID#002: 2nd animal owner admitting an animal 
to the shelter.

Animal ID# examples for a single owner:

Animal #1 002A

Animal #2 002B

Baby of Animal #2 002B-1,

Baby of Animal #2 002 B-2 

Herd of goats 002C (23)
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Intake Case Worker #2
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”.

Put the ID tag on the animal. 

Scan for microchip and identify tattoos. 
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Intake Case Worker #2
Take a picture of owner, animal and 
whiteboard listing the date, 
deployment and Animal ID#.

Take a picture of just the animal with 
the instant camera to go on the cage 
card.

Request an animal handler from 
Housing, Decon, or Medical, as 
appropriate.
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Intake Case Worker #2 - Photos
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Take a picture(s) of any unique features/markings on common-colored animals (examples: black dog, 
black horse).



Animal Handler
Request an appropriate species handler to transfer the animal throughout the shelter as 
needed.
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ID Types

Identification Bands

Livestock Paint

Ear Tags

Tattoos
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Large Animal ID Types
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Most Common Intake Paperwork
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To be completed for all animals

•Authorization to Shelter

•Animal Intake Form

•Cage Card

To be utilized as needed

•Animal Intake Supplemental Form

•Medication Log

•Triage Exam

•Herd Animal Intake



Authorization To Shelter
Case Worker #1 will complete the top 
portion, using and verifying the 
information on the animal intake form(s).

Owner will read, sign and date. 
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Animal Intake Form

WASHINGTON STATE ANIMAL RESPONSE TEAM 18

Owner will complete in full.

Case worker #1 will review – verifying it is 
accurate & complete.



Animal Intake Supplemental Form
If the owner has more than one animal, 
they will also fill out the necessary 
number of Supplemental Forms.
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Animal #3

Animal #2



Cage Card
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Case Worker #1 will complete the top 

portion– each animal gets their own cage 

card.

Note: This document needs to be complete 

and legible.  It will follow the animal 

throughout the shelter.

All forms are to be filed and kept at Intake except 
the Cage Card.  The Cage Card will go wherever the 
animal goes in the shelter.



Master Animal ID Log
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All animals admitted to the shelter will be listed on the Master Animal ID Log.  If an 
animal is moved to a different location during their stay (example shy dog moved to a 
quieter area) it will be noted on the Log.

Note: Contact Housing for the Housing location if they forget to notify Intake first.



Animal Disposition Form
When the owner is ready to pick up the 
animal, a Case Worker will complete the 
top portion.

The animal owner/agent will initial in the 
correct area and sign at the bottom.  

WASHINGTON STATE ANIMAL RESPONSE TEAM 22



Animal Disposition Form
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When the owner reclaims their animal, the case worker will ensure important details of the animals' stay 
are relayed to the owner.

•Animal’s behavior

•Changes in health status

•Eating issues

•Owner surrendered animal
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