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Town of Fairview 

Department: Bylaw / Administration   Title: Animal Shelter Procedure 

Updated: January 26, 2018    Approved: April 18, 2017 

 
Policy: 
 
To ensure the safety of all animals in the shelter, as well as residents of the Town and ensure 
that all bylaw enforcement officers are aware of the animals in the shelter, the following 
procedures shall be followed at the shelter. 
 
At all times the Animal Control Bylaw (and any other applicable bylaws) must be followed. In all 
cases, bylaws shall take precedence over this procedural document. 
 
Procedure: 
 
Animal Surrender – When an animal is surrendered to the Town, the Animal Surrender Form 
shall be filled out and the animal may be immediately put up for adoption. Where impossible to 
get the form filled out, the seven day wait period as per the bylaw must be adhered to. 
 
Check-In - Upon putting an animal in the shelter, the following procedures shall be followed: 
 

1. If the animal has been surrendered by the owner, the surrender form shall be filled out 
and sent in the email along with the picture of the animal and impound slip. 

2. Dogs will be put into an indoor enclosure for at least the first 3 days of their stay. This 
will allow time to determine if the dog tends to escape an enclosure, as well as 
discourage owners from attempting to unlawfully retrieve their dogs. 

3. All occupied dog enclosures (even indoor) shall have a locked padlock holding the gate 
pin in place. 

4. Examine the animal for signs of injury. If serious injuries are observed, have the animal 
examined by a qualified veterinarian. 

5. Scan the animal for a microchip and check for a tattoo or other ID. If a microchip is 
detected, note this on the impound slip and get the microchip checked at the 
veterinarian as soon as possible, during business hours. 

6. Fill out an impound slip indicating particulars of the animal, note any other goods 
received with the animal (such as harness, collar or leash). 

7. Update the status board to indicate location of the animal. 
8. Provide bedding, a bowl of food and a bowl of water for the animal. If the animal is a 

cat, place fresh litter into a box in the cage. Where possible, use the covered litter 
boxes. 

9. Until such time that the bar door exit handles are replaced, insert bolt and nut pin into 
the door handle, when a dog is housed indoors. 
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10. Within one hour of check-in an email shall be sent to both bylaw enforcement officers 
with a picture of the animal, and a picture of the impound slip. If animal is unadoptable 
(due to aggression, illness or other factors), indicate this in the email as well. 
 

Care – While an animal is in the shelter, the following procedures shall be followed: 
 

1. Illness 
a. If an animal becomes ill during its stay in the shelter, it shall be taken to the 

Fairview Veterinary Clinic at the earliest opportunity. Emergency veterinary care 
shall not be used unless necessary. 

b. If the ill animal is an adoptable animal, a maximum of $250 shall be spent on the 
ill animal. If the costs are estimated to be greater than this, euthanasia shall be 
considered. 

2. Death 
a. If an animal dies in the shelter, the animal should be communally cremated. 
b. If it determined that the animal has died due to illness (especially an unknown 

illness), the enclosure shall be sterilized immediately upon returning to the 
shelter. 

3. Daily Care 
a. For any animals in the shelter, their food shall be checked and refilled daily. 

Water shall be changed daily. 
b. Any feces in the pen or litter box shall be cleaned up and disposed of daily. 
c. Bedding should be checked during the daily care and if it is excessively soiled or 

wet, it should be replaced. 
4. Exercise and Interaction 

a. Cats: When a cat can be interacted with, it shall be given (at least) 5 minutes of 
interaction each day. This can include letting the cat out of the enclosure during 
the time its food, water and litter box are being cared for. If a cat is alone in the 
shelter, it can be given free roam of the entire cat room. 

b. Dogs: When a dog can be interacted with, it shall be taken for (at least) one walk 
per day. This can be a walk around the Public Works yard, but the dog shall be on 
a leash always when outdoors and any feces must be cleaned up. 

 
Adoption – When an animal is adopted, the following information shall be recorded: 

• Adoptee name 

• One form of contact (phone number preferred) 

• Animal information (impound log number or other to identify the animal that was 
adopted) 

 
Check-Out - Upon removing an animal from the shelter, the following procedures shall be 
followed: 
 

1. If the animal is being returned to the owner, they must show a valid receipt for payment 
of all fines. If the office is closed, only a cheque may be used for payment of all fines. 

2. When an animal is released to a new owner (adopted or otherwise), a name and phone 
of the new owner number will be forwarded to the Town Office. 
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3. Ensure that all other goods that were received with the animal, as noted on the 
impound slip, are returned with the animal. 

4. Update the status board to indicate that the animal has been removed from the shelter. 
5. Dispose of any fecal matter from the enclosure. 
6. Place any bedding used into the large yellow “to be washed” bin beside the 

washer/dryer. 
7. Place any toys used into the wash bin to be washed with disinfectant (bleach mixture or 

pine-sol). 
8. Place any bed/litter trays into the wash bin to be washed with disinfectant (bleach 

mixture or pine-sol). 
9. Dispose of any uneaten food and water and place food/water bowls into the wash bin to 

be washed. 
10. Within one hour of check-out send an email to both bylaw enforcement officers 

indicating that the animal has been removed from the shelter. For ease of identification, 
use the impound slip number as recorded on the status board. 




