Animal Intake Procedure: 
[bookmark: _GoBack]Galax-Carroll Grayson Animal Shelter is the municipal shelter for the city of Galax and the counties of Carroll and Grayson.  We are open intake municipal shelter that accepts stray and owner surrender dogs for the city of Galax, Carroll and Grayson Counties. We are a managed intake shelter for owner surrender cats, but accept all stray cats with a collar or microchip.  We accept dogs, cats and other companion animals from animal control from these same locations.  We do not accept livestock, wildlife, or feral cats. 

Animal Control
1. The ACO will fill out the Custody Record. This Record should be used to enter the animal into the ShelterLuv online log. Please record what cage the animal was put in and any abnormal observations at time of intake. 
2. Ensure that the animal was scanned for a microchip. 
Finder/Stray
1. Have the person fill out a finder/stray form. This form is located in white binder 
2. Ensure that the location the animal was found is listed on the form. 
3. Scan the animal for a microchip and put the animal in a clean cage
4. Fill out the animals Custody Record and enter into ShelterLuv
Owner Surrender
1. Get the animal’s name, age, sex and vet history. 
2. Have the owner fill out the owner surrender statement at the bottom of the custody record. 
3. Have the owner fill out an “About the Animal” form. This will be stapled to the Custody Record. 
4. Scan the animal for a microchip
5. If the animal has vet history, please get the name of the veterinarian’s office and the name the account is under. 

Filling out a Custody Record: 
1. Date the top in the “Custody Date” box. 
2. Mark the reason for obtaining the animal
3. If applicable fill in address where custody was taken. If the animal was brought to the shelter, simply put shelter. 
4. Additional information should be any abnormal observations upon intake (pregnancy, mange, limping)
5. Mark the species, breed, color, sex, approx. weight, and age.
6. If the animal has any identification, put that information in the appropriate box. Otherwise write NO in each box. 
7. Sign your name and date the record. 
8. If the animal was an owner surrender, also write the name of the person into the Owner Name and Address box. 
9. File this custody record in the appropriate species folder according to the cage number.
