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Liberty County Animal Control Department

ANIMAL CONTROL

STANDARD OPERATING PROCEDURES
Standard Operating Procedures for the Animal Control and Animal Control Officers are designed to aid in the everyday operation of the Animal Control Department, to define the duties and responsibilities of the Officers, and to make the overall operation efficient and meet the needs of the citizens of Liberty County.

All activities of the Animal Control Officers and operations of the Animal Control Department will be conducted in accordance with the Liberty County and Municipalities Animal Control Ordinances and the laws of the State of Georgia.

SECTION 1

ANIMAL CONTROL FACILITY

1. The Animal Control Facility will be opened to the public Monday through Friday from 8:30 am until 4:30 p.m.  
2. First thing each day a walk through  will be done of the kennel area.  Each kennel will be checked for any sick , or deceased animal.  If a sick animal is found, an Animal Control Officer will be immediately notified so that the animal will receive what level of care that might be possible.  If there is a deceased animal it will be removed, bagged, and placed into the freezer.
3. All animal pens will be cleaned once daily.  Items in pen will be removed, and if possible, animals will be removed from the pens being washed down.  Pens will be checked again prior to facility closing to insure that the pens have not been grossly dirtied. If so those pens will be cleaned a second time.  
4. All occupied pens will have an ample supply of food and water after being cleaned.  Food and water supply will be checked prior to closing.
5. The Animal Control Facility is air conditioned. The temperature will be maintained at 80 degrees in the summer and 65 degrees in the winter.

6. Outside runs will be used whenever possible, weather permitting.  

7. Diseased animals will be kept in designated pens only.  Every effort will be made to keep any animal that is diseased, sick, or injured away from the other animals.  Diseased animals will not be moved to another pen.
8. Daily one Animal Control Officer will review all paperwork that is on hand for current animals held to insure that the paperwork is current, their time limits have not expired or if time is up so that rescue groups can select the animal for adoption.
9. Personnel that are the responsible party for bringing in an animal  are responsible for ensuring that the animal is watered, feed and cleaned up after if necessary.  

10. Animal Control Officers will inspect the Animal Control facility daily for proper operation of all lights, AC units and drainage troughs for proper operation.  All cages, runs, pens, and doors will be checked for damage and proper operation.  A daily check list (Appendix A) will be completed prior to 10 am.  This log sheet will be turned into the Department Head or his Assistant daily.  

11. Cages, pens, and runs shall be limited to one animal each at all times.  Exceptions to this rule shall be authorizedonly when all runs, etc., are full, at which time a second animal may be placed in each until all hold two animals, 
etc.    Kittens and/or puppies related by litter may be kept together in the same run, pen, etc.  This is to prevent the spread of disease.
12. Animal Control Officers shall not transport animals in Animal Control vehicles for extended periods of time.  Impounded animals picked up by Animal Control Officers shall be taken to the Animal Control Facility as soon as practical.  At no time will an animal be allowed to ride in the front of an Animal Control vehicle.
13. All Animal Control vehicles shall carry water and a means to furnish drinking water to the impounded animals.  All vehicles will also carry blankets for injured animals.

SECTION 2

SHELTER SOP – INTAKE/RESCUE GROUPS

1. Intake of Animals

a) All animals that are brought into the facility will be photographed. two pictures will be taken A frontal view and a side view.
b) If  possible, photos will be taken while animals are clean.  

c) All animals will be inspected/checked to determine their general health.  If an animal needs medical attention then action will be taken.

d) Animals will be placed into appropriate kennels, making sure that there is food and water available.
e) When an animal is brought in, all required paperwork will be completed on that animal before the end of the day and entered into the Animal Control computer program.  

f) If an animal that is injured is brought in it must receive immediate medical attention.  At no time will an animal that is injured be left overnight without having been given proper medical attention. If the owner of an animal can be identified all means will be taken to contact, with documentation, that owner prior to that Animal Control Officer going home.  

g) If young puppies/kittens are brought in, one of the rescue groups/humane shelters will be contacted to see if they will come and foster them until the holding time is up.  
h) Animal Control Officers and Kennel Staff shall make every effort to contact the owner of animals impounded wearing a rabies tag that has a microchip as soon as possible, but no later than the next working day.  All owner information must be documented on Animal control disposition form. 

i) Records of all animals coming into the Animal Control Facility will be kept.  Records will contain:  Date In/Out, Time In/Out, Animal Status, Location of Pickup and Animal Type.  Records will be readily available for inspection by the public.
2. Rescue Groups

a) All approved rescue organizations
 are welcomed to adopt animals from the Animal Control Facility.

b) An adoption kiosk is provided for the rescue group to use at the Animal Control Facility.

c) At no time is it allowable for anyone to be back in the kennel area unless accompanied by an Animal Control Officer.

d)  Rescue groups can go online to ___________ and temporary mark an animal for adoption.  Once that online mark has been made they then will have 36 hours to visit the shelter and either take possession of the animal or give up their rights to the animal so that another rescue group may adopt the animal.  
e) All animals will be adopted through the Liberty Humane Shelter or approved Rescue Groups.  Adoption approval is at the discretion of the Animal Control. Adoptions are only done by the Liberty Humane Shelter or Rescue Group after the five (5) to ten (10) work day waiting period.

Section III
Animal Control Officers
1. Animal Control will be staffed five (5) days a week with after hours and weekend/holiday on-call personnel.  Animal Control Officers will work rotating on-call shifts.  Afterhours, Animal Control Officers will be contacted through  911 .  On-call Officers will be on the road within 15 minutes of receipt of the notification and be on scene of a call within one hour (1) of notification.
2. Upon receipt of a 911 call, officers shall respond in accordance with Section IV protocol guidelines. Officers shall receive the information provided and ask only those questions that confirm the information and location of the call.  

3. Any Animal Control Officer who cannot report for duty at the assigned time will notify the Department Head at least one hour before the beginning of his/her tour of duty to the best of their ability.
4. Animal Control Officers will check all vehicles and equipment daily for service and cleanliness pursuant to County guideline.  Vehicles will be kept to a high state of cleanliness at all times.  Animal Control Officers are a direct representative of Liberty County and must present themselves accordingly in appearance along with their equipment.   

5. Animal Control Officers will be very familiar with the Liberty County  and  Municipal Ordinances and will enforce the provisions outlined therein.

6. Animal Control Officers will answer complaints as timely as possible and will convey professional and courteous attitudes at all times.  When an Officer responds to a call and the complaint is not at home the Officer will leave a hang tag and follow-up within 24 hours with another call.  
7. Any time an animal trap is used, the Animal Control Officer will secure a signed consent from the property owner requesting the trap.  All consent forms will be returned the day the trap is brought back to the facility.  Traps will only be allowed out for seven days at a time.

8. Any animal picked up that appears to be sick, injured or diseased will be taken to the nearest available veterinarian.  If there is no available veterinarian, the Animal Control Officer in consultation with the Director or another Animal Control Officer (this will be called a rule of 2) will have to use discretionary judgment.  If the animal is to be euthanized, it will be done immediately upon 
arrival at the Animal Control Facility.  Sick or injured animals will be kept in designated pens only.
9. 
Section IV
ANIMAL CONTROL – PROTOCOL FOR DISPATCHED CALLS 
1. Dog bite (Human)
a) Officer and AC contacted by 911.  DPH no longer contacted automatically by 911
b) Officer and AC attempt to locate owner.

c) Officer and AC determine if qualifies as “dangerous” under statute.

d) If non-dangerous by statute, officer and AC determine if “responsible” quarantine is available. If not, or if owner cannot be located, animal is retrieved by AC.

e) Officer completes normal report and scans copies to DPH and AC. Distributes rabies info.

f) DPH conducts follow-up on quarantine and patient.

g) Aggrieved individual may take civil case & owner may be charged by PD or AC for leash law violation. 

2. Dog bite (animal) or attempted bite (human)
a) Officer attempts to locate animal/owner. 

b) Ascertains rather or not “imminent” danger exists for reoccurrence or further aggressiveness (owner or other not located for control.) 

c) AC contacted for retrieval if animal in non-controlled situation (either no owner or owner non-responsive).

d) Officer completes report and scans copies to AC for follow-up.

3. Animals running at large (non-owner specified)
a) Daytime: Officer or 911 contacts AC.  If report written, scan sent to AC for follow-up. 

b) Nighttime: If no threatening condition exists, officer completes report and scans to AC for follow up.

4. Animals running at large (owner identified)
a) Daytime: Hinesville - Officer makes contact with owner. Citation or warning issued.

b) Daytime: County – 911 contacts AC to make contact with owner. Citation or warning issued.

5. Barking dogs etc.
a) Handled under City and County nuisance ordinances. AC not called.

Section V

ADOPTIONS/RETURN OF PETS/EUTHANASIA/FEES
1. Any animal owner or prospective adopter will be assessed the following fees:

· $30.00 Impoundment Fee

· $5.00 Daily Boarding Fee

· $10.00 Rabies Vaccination Fee

· $10.00 County Registration Fee  (If pet is not neutered)

· $6.00 County Registration Fee) If pet neutered)

· $60.00 Quarantine Fee

2. Animals that are required to be euthanized the followings fees shall apply:

· Weight   0 to 20 pounds
$  70.00

·                21 to 40 pounds
$  75.00

·                41 to 60 pounds
$  95.00

·                61 to 80 pounds
$100.00

·                81 to 100 pounds
$125.00

·               100 & up

$150.00
3. Animals that have been impounded for a period of over five (5) work days without a collar that identifies the owner or 10 days with identification, and have not been claimed by the owner, or taken by the Liberty Humane Shelter or a Rescue Group, will be euthanized.   Animal Control will euthanize abandoned animals on Tuesdays and Thursdays.  Under no circumstances will the public be permitted to witness euthanasia of the animals.  During euthanasia, the front gate will be secured.   A state approved Report of Euthanasia form will be completed any time it is used.  The report may be a cumulative daily report.

4. Euthanized animals will be temporarily stored in a special freezer until arrangements can be made for their permanent disposal.  

5. Euthanasia shall be accomplishes as per this SOP.  The only acceptable deviations are animals that fall in the dangerous class, sick and injured animals, or upon the advice of a licensed veterinarian.  In these certain instances, euthanasia may be administered immediately.

6. The officer shall notify by certified mail or telephone the owner of impounded animals, if known or can be reasonably ascertained, that such dog or cat has been impounded.   The owner of any dog or cat impounded, five (5) days after being notified, may reclaim such dog or cat after paying the above listed fees.  If a dog has a collar and tag, definite tattoo marking or micro chip, and the owner can provide reasonable proof that the dog is a hunting dog that was impounded during hunting season, then the impoundment fee will be waived unless approved by the Animal Control Director
.  

7. Certain wild animals and birds are protected by Federal and State law.  Animals that come into our custody that fall under the protected species statute shall be referred to the Department of Natural Resources.  These animals will not be kept at the facility because of their disease transmittal potential.  Calls in reference to wild animals will be referred to the Department of Natural Resources.  No animal’s other then general domestic dogs and cats are permitted in the facility.  All exceptions to this will be approved by the Animal Control Director.

Section VI
ACCOUNTING AND FORMS PROCEDURE

1. REPORT AND INSTRUCTION:

a. Receipts:

Receipts will be utilized for every animal that was impounded that leaves the facility.

These receipts will be balanced and reconciled with the intake document and euthanasia reports on a monthly basis.  (Will show date, name of purchaser, address of purchaser, purpose, amount paid, individual issuing receipt, and purchaser’s signature.)
b.
Funds Accountability
All money that is collected daily must be reconciled with their receipts.  At no time will money be left in the facility more than 5 days.  

All money collected will be secured in the Animal Control safe at the end of each day without exception.
c. Trap Consent/Agreement Form:

Any person requesting a trap from Animal Control must sign this form indicating that they are responsible for loss and damage.

d. Animal Control Incident Report:

This form must be filled out whenever any altercation whatsoever occurred between any person and an Animal Control Agent or when writing an animal violation ticket for a violation of the Liberty County Animal Control Ordinance.
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APPENDIX A

DAILY SHELTER INSPECTION REPORT
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