SHELTER PROCEDURES
Section 1
Objective
To familiarize officers and staff with proper operations and duties at the shelter for impoundment and holding of animals while in custody of Animal Control.  

Section 2
Purpose
To set uniform standards and give detailed instructions for every phase of 

operations.

Section 3
Impound Records
It is imperative that records be maintained for all impounded animals, regardless of the speculated disposition of the animal.  These records must be as complete as possible and should be used to record any and all details no matter how minute.  This provides for proper identification of similar animals housed in the shelter.

The impounding ACO or staff member is responsible for noting all incoming information on the intake sheet.  
The impounding ACO or staff member is also responsible for obtaining all information from persons surrendering animals to the shelter.

The ACO or shelter staff releasing a clamed animal is responsible for verification of rabies vaccination information, collection of applicable fees, and complete and accurate owner information and signature.

Section 4
Physical Examination
1. All animals brought into the shelter shall be checked for any abnormalities which may indicate illness or injury.

2. All animals should also be checked for weather related conditions, as well as any condition which may have occurred during pre-impoundment, impoundment, or animal transfer.

3. The animal’s condition shall be noted, in detail, on impound records by the admitting ACO or staff member.

4. Any serious, potentially life-threatening condition should be reported to the supervisor in a timely manner.

5. Further detailed information on diseases and emergency care may be found in the section in injured or ill animals.

Section 5
Injured Animals
1. Place in isolation room when a cage or run is available.

2. Give necessary first aid.  If further treatment is required, consult with the resident veterinarian.
3. If isolation room is unavailable, place the animal in a suitable cage or run, as far away from other animals as possible to reduce further stress and injury

Section 6
Animals Exhibiting Signs of Illness
1. Any animals with symptoms of illness shall be assumed contagious until or unless otherwise determined by a veterinarian.

2. Place in isolation room.

3. Give necessary first aid.  If further treatment is required, consult with the resident veterinarian.

4. If isolation room is unavailable, place the animal in a suitable cage or run as far away from other animals as possible to reduce the chances of exposure.

Section 7
Quarantine and Isolation
To alleviate unnecessary suffering of animals and to prevent and control disease.  This section contains directions for routine first aid treatment of animals.  It is not intended to replace professional emergency care. 

A. Quarantine Animals:

1. Any animal impounded or otherwise admitted for rabies quarantine, shall be assumed to be capable of shedding the virus, and therefore handled only by staff members having already received the pre-exposure inoculations

2. Rabies suspects shall always be given priority in the isolation area.

3. If a rabies suspect is to be euthanized for testing, that animals shall be treated the same as a quarantined animal until euthanized and prepared for shipment.

4. Injuries or symptoms of illness shall be noted on the impound records by the admitting ACO or staff member.  Such conditions shall be reported to the supervisor immediately.

5. All quarantined animals shall be examined on the first and last day of the quarantine period.
Section 8
Aggressive Animals
1. If, on observance, any animal appears aggressive or likely to bite, the cage or run shall be clearly marked as containing a “WILL BITE” animal.  This shall also apply to behavior reported by any person surrendering an animal.

2. Any dog in isolation/quarantine that appears extremely aggressive, or is in a cage or run marked “WILL BITE”, should be handled with a control pole.

3. Any cat which appears “flighty or aggressive”, or is in a cage marked “WILL BITE”, shall be handled with a control pole or other safety device.

4. Any bite occurring to staff or visitors by an isolation/quarantine animal shall be reported to the supervisor immediately.

Section 9
Care and Feeding
1. Animals in isolation/quarantine shall be fed and cared for in the same manner as all other animals, but with special precautions.

2. No unauthorized personnel will enter the isolation room at any time without an authorized staff member present.

3. Personnel shall clean all cages and runs at least once daily.

4. Personnel shall provide fresh food and water at least once daily.

5. Animals shall be observed daily for any change that may indicate illness or injury.  Note such changes on the animal’s impound sheet.

6. Any special dietary requirements shall be clearly noted on the animal’s impound record.  Special feeding may be ordered by a veterinarian or shelter supervisor.

Section 10
Impound Release Procedures
A. All animals taken into custody of Amelia Animal Control, regardless of the length of time of such custody or the method by which the animal came into said custody, will have a “record of impound” completed including, but not limited to, the following criteria:
1. Date of impoundment

2. Location where the animal was first observed and/or contained

3. Identification of person responsible for the containment

a. If police officer, name and badge number

b. If citizen, name, address, and phone number

4. Location where animal is placed

5. Signature of person receiving animal into custody

6. Complete description of the animal including:

a. color

b. breed, if known

c. approximate weight

d. age

e. species

f. any identification (collar, harness, tattoo, tags, microchip)

g. any other identification which might identify the animal

7. All impound records will be completed on forms prescribed and provided by animal control

B. No animal(s) shall be released from county custody without approval from an ACO or authorized shelter staff.

C. All animals released from custody of the county, regardless of the reason for such release or the final disposition of the animals, shall have the following criteria noted on the animal’s impound record:

1. Date of the release

2. Signature of the ACO or other authorized individual releasing the animal

3. If releasing to owner:
a. Owner’s name, address, and phone number

b. Rabies vaccination information

c. License information

d. Appropriate impound fees
e. Signature of owner

4. If released for adoption:

a. New owner’s name, address, and phone number

b. Completed adoption contract

c. Completed sterilization agreement

d. Signature of new owner

5. If transferred to a different releasing agency:

a. Name, address, and phone number of releasing agency

b. Signature of representative of releasing agency (when applicable)

6. If released for euthanasia, it must be so noted in the release information area, with signature of ACO authorizing said euthanasia

Section 10
Agricultural Animals
Agricultural animals are also impounded by Amelia Animal Control.  These animals shall be cared for the same as companion animals.  Agricultural animals will be housed in the county barn until release and fed an appropriate diet for the species.
