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Humane Society of Northern Virginia
                                          powered by  
                    Advocates for Abused and Abandoned Pets
INTAKE POLICY

Overview

Most of HSNV/A3P pets are transferred from local shelters.  Owner surrenders are the second most common form of intake, followed by stray at large animals.  Transfers from other rescue groups is a third form of intake.
Regardless of intake type, the HSNV/A3P Director will be notified, and approve/disapprove, prior to acceptance of any pet into HSNV/A3P.  This ensure funding and placement requirements are identified and confirmed.  Acceptance of pets without consent will not be considered as HSNV/A3P adoptable pets and funding will not be authorized for use.

Only HSNV/A3P approved documents (transfer, surrender, custody forms) will be used.

HSNV/A3P Pet Acceptance/Transfers

HSNV/A3P determines intake of pets based on the following:

· Behavior/temperament assessment

· Visual and physical (external) examination of the pet

· Length of stay in the shelter

· Adoptability – age, breed, medical 

· Available history/medical records

· Surrendered by their owners

Often the shelter request the assistance of HSNV/A3P for pets with a bite history or other discriminating factors.  In these case, a certified trainer will be requested to conduct as assessment of the pet.

Intake Process for Shelter Pets:

1. Temperament test the pet.
Behavior assessment is done by the shelter, the contracted shelter veterinarian, and/or HSNV/A3P trainers.  Pets who do not pass the temperament test are not candidates to transfer to HSNV/A3P.

2. Tag the pet.
When a pet is identified for transfer, HSNV/A3P unique identifier generated by Petstablished.  The tag# becomes part of the pet’s name, e.g., a pet named “Atlas” with a HSNV/A3P tag # of PS00026 would have the HSNV/A3P name “Atlas PS00026.”

3. Hold the pet.
Depending on shelter policy, the shelter will hold the pet for the required number of days before releasing the pet to HSNV/A3P, if applicable.  Once the pet is placed on the adoption floor, or as agreed, HSNV/A3P can potentially transfer the pet.  

4.  Transport the pet.
Currently HSNV/A3P does not transfer out of state pets.  When/if the opportunity exists to do so, the state in which the pet resides holds the pet for a quarantine period to ensure that contagious pets are not transported across state lines.  During the quarantine period, the pets will be boarded at either an HSNV/A3P-approved veterinarian or a temporary foster home.  After the quarantine period, the pet will be examined by a veterinarian who issues a Health Certificate for travel.

5. Complete custody forms.  

The custody forms are inspectable and will be completed for each pet that enters HSNV/A3P care within 24 hours.  These forms provide an audit trail of receipt and disposition.  The pet information will be uploaded into Petstablished within 48 hours

6. Deliver pet to the foster parent.
Foster families are critical to pet placement.  Once a pet is transferred to HSNV/A3P, ideally the pet will be delivered to an approved foster parent/family. 

7. Vet-check the pet.
The pet is vet-checked by an HSNV/A3P- approved veterinarian soon after arriving at the foster home or Rescue Center, if/as applicable.  HSNV/A3P covers the costs of required immunization, spay/neuter and microchip.  Any costs above that will be considered and/or approved on a case by case basis.  

Intake steps when a pet is found as a stray (in state):

1. Scan the pet for a microchip; if found, contact the appropriate chip company

2. If the pet is medium to large, direct the finder to contact the County Animal Shelter.  If the pet is small and a foster home is available, notify the County Animal Shelter and be prepared to foster the pet until the stray hold period is complete, typically 10 days.
3. Complete intake and custody forms.  If emergency medical care is required, the pet will be taken to the approved care center for treatment. Same process as identified in step 5 above applies.

4. The pet is vet-checked by an HSNV/A3P- approved veterinarian soon after the pet is released from stray hold.   HSNV/A3P funds will not be committed without the approval of the Director and/or President.

Intake steps during an owner surrender:

1. Any pet identified in as an owner surrender will have an Owner Surrender Agreement completed prior to acceptance of the pet.

2. HSNV/A3P trainers/team leads perform a temperament test of the pet before final acceptance, if available.
3. If the pet is acceptable, HSNV/A3P will assume ownership of the pet.

4. The owner is required to provide all available medical records and/or veterinarian information

5. If medical records/veterinarian information is unavailable, the owner will be requested to donate to the cost of medical needs, i.e. shots, microchip, spay/neuter, etc.

6. Complete intake and custody forms.  If emergency medical care is required, the pet will be taken to the approved care center for treatment.  

7. The pet is vet-checked by an HSNV/A3P- approved veterinarian soon after arrival, unless the pet’s medical records show that it is current on all vaccines.  HSNV/A3P funds will not be committed without the approval of the Director and/or President.

Intake steps during a rescue transfer:

Transfer from other rescue group requires approval by the Director/President due to limited resources.  If a transfer is approved, the following steps will be implemented:
1. The rescue contacts HSNV/A3P. 

2. HSNV/A3P sets an appointment to meet with the rescue and the pet.

3. HSNV/A3P performs a temperament test of the pet, if deemed necessary (the rescue may have already done a temperament test).

4. The rescue completes (and signs) the Rescue Transfer Agreement.

5. Complete intake and custody forms.  If emergency medical care is required, the pet will be taken to the approved care center for treatment.   

6. The pet is transferred by an HSNV/A3P representative to an HSNV/A3P foster home or Rescue Center, as appropriate. 

7. The pet is vet-checked by an HSNV/A3P- approved veterinarian soon after arrival unless the pet’s medical records show that it is current on all vaccines.

8. Transfers will not be based on personal favors or independent decisions.  HSNV/A3P funds will not be committed without the approval of the Director and/or President.

Information Collected During Intake

The Intake Coordinator responsible for the intake of a pet is responsible for obtaining the required (by law) documentation for transfer of ownership.  Depending on the pet’s path to HSNV/A3P, the following documents are collected with the pet:

· Ownership transfer document

· Rescue Transfer Form

· Shelter Transfer paperwork (which is typically provided by the shelter)

· Owner Surrender Form

· Health Certificate (if coming from out-of-state)

· Veterinary records

· Proof of Rabies vaccination and Rabies tag # (if issued one)

Pet Data Records

HSNV/A3P enters information about each pet into Petstablished within 48 hours of intake.  A hard copy file will be maintained for each pet which includes transfer/ownership, intake/custody, medical, and other forms and documents.

This information includes:

· Pet name

· Each pet will keep its assigned name for the duration with HSNV/A3P.  A unique identification number will be generated by Petstablished.

· To keep the pet’s paperwork trail intact (especially when the pet is brought in from out-of-state), the pet’s original name remains with the pet until adoption unless the pet has no name and then a name will be given by the person responsible for intake. 

· HSNV/A3P tag #

· Intake date

· Intake reason

· Previous owner name, address and email/phone contact information

· Gender

· Age

· Approximate weight

· Neuter/spay status

· Description of overall health, veterinary recommendations, treatment plans

Temporarily Intake Closure

Due to limited resources, HSNV/A3P is unable to take in more pets than available fosters.  There is an increasing number of stray and surrendered pets and most recues, like HSNV/A3P, are simply incapable of handling the need.  It is an emotional decision to reject a pet.  Despite having the Rescue Center, while the number of intakes will increase, we will still be limited in the number of pets we can receive.   

Monthly Reports

A monthly pet status report will be provided to the to the Board of Director monthly with the numbers annotated in the meeting minutes.  Annual statistics data is submitted to the VDACS 

