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SMART Shelter Operations

 Animal Information Flow:
BLUE= Forms we may not have, or need to create.  RED= Forms we have.
Animal comes to the shelter with an owner, as a stray, or from search and rescue team:
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ANIMAL SHELTER FLOW CHART – STEP 1


Animal is passed WITH paperwork from Vet Services to a “Runner” who will then kennel the animal in the appropriate area: isolation, aggressive, or general population.  They will mark the ANIMAL COUNT FORM with appropriate information, and all paperwork will be brought to DATA ENTRY Staff.  Please note that MEDICATION CHART and SPECIAL DIET chart does not go to DATA ENTRY, but follows the animal into the facility to its cage.





All paperwork is to be compiled when animal has left the facility, digitalized, and then stored properly for permanent storage.





When appropriate, copies of the above forms can be sent along with the animal, during the outcome.











Adoption or Return to Owner: Fill out appropriate forms.





Transfer to other facility: Must fill out Transfer form.





Euthanasia or died at shelter: Must fill out appropriate forms through Veterinary Services





Outcome of Animal





DATA ENTRY:


Data Entry staff will create owner folders, make copies, and enter data involving the ANIMAL INTAKE FORM, and appropriate VETERINARY FORMS into computers.





Animal receives CAGE CARD, and ANIMAL WALKING, FEEDING, CHART.  As well as a MEDICATION CHART or SPECIAL DIET CHART if appropriate.





ANIMAL IN FACILITY





VET STATION:


Animal receives exam and any relative treatments when called for at Veterinary Services Team discretion.  A VETERINAY CARE AUTHORIZATION FORM and VETERINARY CONTACT NFORMATION FORM must be completed at this station.  Vet services must also decide at this point which animals are in need of a QUARANTINE SIGN or a CAUTION MAY BITE SIGN.  A MEDICATION CHART or SPECIAL DIET CHART can also be assigned to the animal.





INTAKE STATION:


Whoever brought in the Animal in fills out the ANIMAL INTAKE FORM with assistance from Intake Station Volunteers, regardless of if it is owned, stray, abandoned, or rescued.  





 If animal arrives without an owner, create a FOUND ANIMAL POSTER





If owner arrives with no animal, create a LOST ANIMAL POSTER





All paperwork follows to Vet Station.
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