SOP for Shelter Operations:
(Last updated 01-09-07)

*Rough outline… 1st draft.*
Shelter Operations encompasses all the core functions related to the areas below:

Animal Intake (or admission into the shelter)

Animal Care and Management (care of the animals while at the shelter)

Animal Export (return to owner, transfer to another shelter, or adoption/foster)
_______________________________________________________________

There will be one of three situations that will happen during a disaster, and the shelter operations team must be prepared to set up for either scenario, or all three at any given time.  

Best case scenario, pets will be able to stay with their owners, such as a pet friendly motel.  In these cases, the owner will be responsible for care of the animal so long as certain criteria are met (as will be discussed below.)  Shelter operations will be responsible for making sure that owners have what they need to properly care for the animals (food, water, litter, medical care), but will otherwise not be directly caring for the animals.
Some shelters will require that the animals be housed separately; either in the same building (on another floor away from human lodgings) or in another building close in proximity.  At this stage, owners may or may not care of their animals.  This will be at the discretion of the shelter operations team.  (Details to follow.)
Lastly, there may be a scenario in which the animal shelter will be separated from the human shelter altogether, and in this case, care of the animals will be entirely by shelter operations.
In any of the above scenarios, all animals must follow the intake procedures below when arriving at the emergency shelter.

ANIMAL INTAKE:
____________________________________________________
Upon arrival to an emergency shelter, individuals must first check in at a Red Cross station.  If it has been established that they have an animal, they must then check in with Animal Shelter Operations.  

Ideally the Red Cross check- in stations, and the Animal Shelter check- in stations should be staged close in proximity.

The intake procedure itself involves three separate processes, and therefore the actual staging area should be set up into three different check points.
1. Intake paperwork, photo, and identification.

2. Veterinary exam, vaccines, microchip.

3. Actual intake/admission into animal shelter or pet friendly human shelter.

Each animal must be secured by leash or carrier before going through the shelter admission check points.  If an owner is present, they will be accompanied through the check points with trained shelter personnel to ensure that safety precautions are taken in regards to animal handling.  If no owner is present, and an animal has been rescued, then shelter personnel will act as a guardian to that animal through the check point stations and fill out the intake paperwork accordingly.

_____________________________________________________________
Check Point 1:  Intake paperwork. 

Animal Shelter check-in (intake) stations should be equipped with the following:

· tables/chairs

· appropriate intake and release forms (paper version)
· pens and sharpies
· leashes and carriers (if owners arrive without either)
· computers (if we can do intake form online and print out, it would be faster, as well as photo.. but this brings up need for intake software.. TBD)
· Polaroid or digital camera with ability to print out photos immediately
· Identification tags or collars 
· (more to come….)
Shelter personnel will be responsible for having owners fill out an intake profile (will be added as an annex to this document once completed, we have a few in the works, just needs fine tuning) of their animal or animals.  The intake profile will consist of the animal’s name, description, sex, and age, as well as the owner’s contact information, and an alternate contact.  Also to be included is a copy of the owner’s valid photo identification, preferably a driver’s license. (This will prevent someone other than the owner from picking up the animal when the disaster has subsided.)

A release form will also be signed releasing the shelter from all liabilities as appropriate.  Owner will also agree to take back the animal after a certain amount of time which will be decided beforehand, or they may sign off for the animal to be adopted.  (Release form also in the works….)
The intake profile will also include a medical form including a list of required vaccines, rabies certificate, de-wormer, flea and tick preventatives, as well as any medications or medical conditions the shelter staff needs to be aware of.  If no valid medical records can be provided, then it must be assumed the animal has had no prior vaccines or treatments. (They will receive appropriate vaccines at next check point.)
Lastly 2 Polaroid photos will be taken of each animal, a front photo of the face, and a side photo of the body.  If the animal has no collar or tags, a shelter identification number can be assigned.

All of the above will be kept in a folder to be filed by owner’s last name.  Owner should receive a copy of release form and emergency shelters contact information.

From this station, the folder, owner, shelter personnel, and animal will move on to check point 2.

(Again if we are able, we would benefit greatly from entering all this data immediately upon intake into a computer program and printing out copies.  Pictures can also be attached to the animal in the computer.  Veterinarians will also be able to enter in medical data as well.  For obvious reasons a paper trail should always be kept.)  
Check Point 2:  Veterinary Station
(The veterinary team has SOP’s for this portion, but I will give a short summary of what will go on from my understanding and from what I experienced at Lamar-Dixon)

After filling out the appropriate intake forms and having had two photos taken, the animal, owner, and shelter personnel will now move from Station 1 to Station 2 – veterinary services.  The folder will be given to the veterinary station personnel to asses what vaccines or medical treatments are needed.

At this point, only veterinarians, veterinary technicians, or trained shelter personnel should handle the animal.  
Each animal will receive an exam, the necessary vaccines (as determined by the veterinarian), rabies, flea and tick preventative, and microchip identification.  (If proof was given that the above was done, then it is not necessary to do so.)  All data will be recorded on intake/medical forms. (If possible, information will also be computed.)
Check Point 3: Shelter Admission

As was stated above, different scenarios could take place at this point.

If the shelter is pet friendly, then the pet can remain with its owner, so long as they abide by a set of rules. (To be determined later.)  The folder will remain with shelter staff (to be filed in office area), the owner will get a copy of necessary documents.  Shelter operations staff will check on animals at pet friendly shelter on a daily basis to make sure owners are provided with what they may need to care for the animal.  (Crates, caging, food, water, bowls, litter, ect.)
If shelter is not pet friendly, and the pets must be housed separately, than a field shelter will be set up.  If animal is deemed healthy, it will be admitted into the appropriate area of the emergency shelter.  Shelter personnel will set up the animal in appropriate cage and log which area that is in folder.  Folder will then be taken to office area to be entered into database and filed. Owner will get a copy of all necessary documents. On the animal’s cage will be also be a copy of intake profile listing owner, vaccines, microchip, and copies of photos.
Field Shelter will be set up into different areas: (will add more as needed)

Healthy Dogs

Healthy Cats

Aggressive Dogs (this area must have limited access/closed off)

Aggressive Cats (this area must have limited access/closed off)

Misc Animals (small pocket pets, fish, birds, ect)

Veterinary Field Hospital

Isolation

_________________________________________________________

Animal Care and Management (care of the animals while at the shelter)

Animal Export (return to owner, transfer to another shelter, or adoption/foster)
