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Application Form

Introduction
NOTE: If your organization is awarded a grant, it is likely to be issued on a cost-reimbursement basis. Please 
consider this when developing your request and project start date.

Submission of an application is not a guarantee or commitment of funding. This application will be made 
public, in its entirety, including any attachments or uploads.

To see the rubric by which your organization's application will be scored, click here.

Please answer these questions FIRST, as the application will show you the required sections and fields to 
complete based on your answers.

Priority Funding Areas* 
Please select the priority area(s) most relevant to your request (see the PCF website for examples).

Behavioral Health

Reimbursement* 
The Pinellas CARES Nonprofit Partnership Fund allows requests to ask for reimbursement of expenditures related 
to COVID-19 programming within the Priority Funding Areas that took place between March 1, 2020 and the time 
of application.

Will your organization be applying for this cost reimbursement?

No

Future Programming* 

Will your organization be applying for funding for services to be delivered between the grant award decision 
and December 30, 2020?

Yes

Project Name* 
PAR COVID-19 Precautions and Behavioral health Outreach Technology (PARbot) Extension Program

https://pinellascf.org/wp-content/uploads/Pinellas-CARES-Nonprofit-Partnership-Fund-Rubric.pdf
https://pinellascf.org/CARES
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EIN* 
59-1349234

DUNS Number* 
Please provide your organization's DUNS number. This is the Data Universal Numbering System.

You can search for your DUNS number here: https://www.dnb.com/duns-number/lookup.html

If you do not have a DUNS number, you can apply for one here (it is free and may take 3-4 days for approval): 
https://www.dnb.com/duns-number/get-a-duns.html

This field is optional as to not stop a qualifying organization from applying. HOWEVER, a DUNS number will be 
required if your organization is approved for a grant. Your organization should apply for a DUNS number now if it 
does not yet have one.

089277602

Mission Statement* 
To strengthen our communities by caring for families and individuals impacted by substance abuse and 

mental illness.

Total Operating Expenditure* 
What are your total annual operating expenses?

$33,554,643.00

Amount Requested* 

Please review the entire application and its fiscal requirements before 
determining the total amount your organization will be requesting. This amount 
should include any reimbursements your organization is seeking for past COVID-
19 programming.
Typical funding requests will range between $25,000 and $250,000. Amounts above and below are accepted, 
provided the request can be justified by community need.
Requests at the higher end, or above this range must have a significant and sustained impact on the vulnerable 
community being served. Your organization's capacity for spending a large amount of funds must also be justified.

$402,779.00

https://www.dnb.com/duns-number/lookup.html
https://www.dnb.com/duns-number/get-a-duns.html
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If you are requesting more than $250,000 or a large capital expenditure, please speak with PCF program staff 
to discuss the feasibility of your request PRIOR TO submission.

Priority Populations* 
Please select the priority populations your programming will serve:
Note: Examples of "high-risk pandemic response jobs" include front-line workers, nurses, medical housekeeping 
staff, nonprofit employees, law-enforcement and medical first responders.

Communities of color
Children and/or the elderly
People experiencing homelessness
Low-income families

Guiding Principles* 
One of the guiding principles of this fund is that it will apply a lens of equity to ensure the needs of specified 
priority populations are met.
From the priority populations you have indicated above, please explain to what extent one or more these 
populations are involved in the creation, design, and impact of your organization (or this specific project).

All of those listed as our priority population have one thing in common: they suffer from addiction. 
Whether they are low-income, experiencing homelessness, or from communities of color, they all suffer from 
substance use disorder, or are children of parents who suffer from substance use disorder. It is important to 
Operation PAR that our leadership and Board of Directors (BOD) have a strong connection to our work and 
that means that most, if not all of our BOD have all struggled with substance use or have family members that 
have been touched by addiction. This level of intimacy with PAR’s mission at the leadership level allows us to 
function with compassion towards our clients and our mission. Trauma-Informed Care is critical to the work 
we do and our BOD and leadership understands and considers the pervasive nature of trauma and promotes 
environments of healing and recovery rather than practices and services that may inadvertently re-
traumatize our clients and their families.

Length of time operating program/project* 
Please briefly explain how long you have been operating the program or project for which you are requesting 
funds. This funding is for expansion of existing programming or sustaining an existing expansion to meet 
community needs.

Operation PAR’s substance use treatment programs have been in operation for 50 years. The behavioral 
telehealth program has been in place for 10 years.

Service Area* 
In which areas of the county do you physically provide services?

North County (locations such as Tarpon Springs, Crystal Beach, Palm Harbor)
Mid-County (locations such as Clearwater, Largo, Safety Harbor)
South County (locations such as St. Petersburg, Lealman, Kenneth City)
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Impact on Organization* 
What has been the impact of the coronavirus/COVID-19 on the services of your organization? (Example: inability to 
provide enough food, unable to provide behavioral health sessions, lack of volunteerism, etc.)

During the pandemic alcohol & drug use has had a documented increase while services have had to 
change to provide safe access for clients. The Pinellas County Medical Examiner has seen an increase in 
overdose deaths as reported to the Pinellas County Opioid Task Force and we have had a rise in calls to our 
24/7 Access Center. In Pinellas County PAR serves over 1,000 individuals a month, and we have given out 
more than 1,000 lifesaving Narcan overdose reversal kits each month in our communities.  

The pandemic has caused a quick expansion of counseling services shifting to telehealth, and our 
residential treatment & detoxification programs have had to reduce capacity to comply with CDC advised 
safety precautions. We have taken all recommended CDC precautions including requiring questionnaires to 
be filled out upon arrival at any of our locations, masks are required to be worn when moving about the 
facilities, visitation for clients was moved to phone/video chat and has recently resumed on a limited basis. 
We have also required COVID testing for all new residential clients. 

This has created a negative financial impact for PAR due to reduced revenue from reduced treatment 
capacity and an increase in expenses for everything from PPE to devices for clients to access telehealth & 
supplies for employees to work from home. With less money coming in the door, PAR has had to stretch our 
resources to be sure we are serving clients in the safest manner and our annual budget approved by our 
Board of Directors shows a loss for the first time in more than 15 years.

The pandemic has also given rise to the need for PAR to quickly expand our behavioral telehealth services 
so that all outpatient services are now being done remotely. While we are still serving our Medication 
Assisted Treatment (MAT) clients in person to dose out medication, all other services for those clients 
including counselor follow ups have been moved to telehealth services.

Fiscal Accountability
Federal Fund Disclosure* 
If your organization is awarded this grant, you may be considered a subrecipient of federal funding. THEREFORE, if 
you are deemed a subrecipient and your organization reaches a threshold of having spent more than $750,000 in 
federal funding this fiscal year (this INCLUDES other federally funded programs), it will be subject to requirements 
of the Federal Single Audit Act. This will require your organization to comply with Federal Compliance 
Requirements and may necessitate additional expenses for your organization and you should prepare for this.

It is advisable that you contact a certified public accountant (CPA) or other professional for guidance.

Yes, my organization understands and assumes all liabilities/costs in regards to federal funding.

Audited Financial Statements* 
Does your organization routinely contract to have an audit conducted of its financial statements?

Yes
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Most Recently Filed IRS Form 990* 
Please upload a copy of the organization's most recently filed IRS Form 990. This is absolutely required.

2018 Form 990.pdf

Board-Approved Budget* 
Please upload your most recently board-approved budget for this fiscal year in PDF format.

PAR FY 21 Budget.pdf

Audited Financial Statements
Most Recent Audited Financial Statements* 
If your organization routinely contracts for an independent audit of its financial statements, including audits in 
accordance with Uniform Guidance and/or Chapter 10.650, Rules of the Auditor General, upload the most recent 
audit. The document should not be more than a year old.

FY 2019 AUDIT - Operation PAR Inc Short Form 063019 Issued.pdf
Attached.

Management Letter* 
Please provide a management letter indicating any findings from your organization's most recent independent 
audit.

If there is no management letter, please explain why.

N/A - Our audit produced no findings to necessitate a management letter.

Expansion or Sustaining of Exact Programming Funded by 
Another Source
Existing Contract 
If you are applying for funding to expand and/or sustain COVID-19 response programming that has already been 
funded by another source, please upload that contract here and provide a brief description of the funding source 
and relationship with the funder. Please note that any costs funded by another source are not allowed to be 
included in this application. Only the costs that are required to expand or sustain programs in excess of that 
funding will be considered for the purposes of this application.

N/A
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Funding and Usage
Client Service Delivery* 
Briefly describe the services to be delivered under the programming for which you are requesting funding. Please 
include when and where the services will occur, how the target population will access the services, and the length 
of time the services will be provided. Please specify the zip codes of participants. If not available, specify the zip 
codes of service delivery points.

This funding will be used to support Operation PAR’s continuum of outpatient & residential services. 
Outpatient services provided through telehealth will be able to expand as well as telehealth services in 
residential for visitation, 12 step support groups & other needed services such as job search & medical 
support.

PAR’s target population are adolescents & adults with all levels of substance use disorder. Our continuum 
of care spans from prevention efforts to inpatient medical detoxification and all levels in between. Our target 
population accesses our services through our 24/7 access line where they can speak with a support specialist 
and be screened and linked with the appropriate service. PAR also takes referrals from child welfare, the 
judicial system, and other behavioral health providers. 

Our service locations are throughout Pinellas County. Below is a listing of our service locations.

Largo Campus: 13800 66th S.t N, Largo, FL 33774
• Short & Long Term Adult Residential Treatment 
• PAR Village Women’s Residential Program & PAR Village Child Development Center 
• Cornerstone of Success & Achievement (COSA) – Parenting & Prevention
• Outpatient Program 
• Access Center
• Administrative Offices for IT 

Highpoint Campus: 6150 150th Ave. N, Clearwater, FL 33760
• Case management
• Medication Assisted Patient Services
• Residential Detox Program
Olive B. McLin Center services: 1900 Dr. Martin Luther King Jr. St. S, St. Petersburg, FL 33705
• Prevention Services
• Medication Assisted Patient Services
Cornerstone of Success & Achievement (COSA) – 2000 4th St. S, St. Petersburg, FL 33705
• Outpatient Services
• Child Development Center 
Academy for Behavioral Change: 6720 54th Ave. N, St. Petersburg, FL 33709
• Adolescent Residential Program
• Case management
• Administrative Offices of Health Information Management

Communication/Outreach and Community Engagement Efforts* 
In what ways is your organization marketing and communicating its available programming to the community it 
serves? How will you ensure that your target population is aware of your services and utilizes them?
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The most important and effective tool we have to engage the community and potential clients is our 24/7 
Access Center. Potential clients can call 1-888-PAR-Next where they can speak with a support specialist and 
are screened and linked with the appropriate service or given information and referral to other resources.  
Operation PAR receives more than 2,500 calls every month and we have seen an increase in calls, particularly 
during the last two months during the COVID-19 crisis. National monitoring shows an increase in alcohol and 
drug use during the pandemic and we are seeing an increase in call volume as well. The Access Center staff is 
well versed in the services being offered agency-wide and is particularly focused on addressing COVID-19 
related questions and how the pandemic has impacted services. Our Access Center staff will continue to 
assure potential clients of the telehealth services offered by all outpatient programs. Additionally, we have 
marketed those services on our website and social media and will continue those efforts. We have also 
participated in many virtual events throughout the pandemic including a behavioral health Facebook Live 
series hosted by Representative Jennifer Webb. Operation PAR will continue to seek opportunities to market 
our services through regular contact with referral sources and through community collaborations.

Hurricane Preparedness* 
If a hurricane-related emergency were to strike Pinellas County this year and cause an interruption in your 
organization's normal programming, how would you return to offering the programming, and continue to spend 
awarded funds from this grant?

There is an expectation that your programming will be able to continue in the event of a hurricane-related 
emergency. 

If your organization has a COOP (Continuity of Operations Plan), you may upload it here instead of providing a text 
answer. You may redact sensitive information from your organization's COOP.

COOP.pdf
Attached.

Evidence of Insurance Coverage* 
Grantees of the Pinellas CARES Nonprofit Partnership Fund will be required to maintain appropriate insurance to 
cover the services proposed in this application. PCF will determine whether this coverage is appropriate.

Please upload evidence of insurance policies that cover the programming for which your organization is requesting 
funds.

If there is no insurance coverage for this programming, please provide an explanation as to why.

Cert of Liability Insurance - Master.pdf
Attached.

Insurance Requirement* 
If you are awarded a contract for the Pinellas CARES Nonprofit Partnership Fund, you will be required to list 
Pinellas Community Foundation as an additional insured through your general liability insurance. If you would like 
to begin this process now, please contact your general liability insurance carrier.

Here is the information for your carrier:
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Pinellas Community Foundation
17755 US Highway 19 N
Suite 150
Clearwater, FL 33764
727-531-0058

Please check the box below to indicate that you understand and will be able to comply with this requirement.

Yes, I understand this requirement.

The Budget Summary and Budget Narrative sections are 
absolutely critical to a successful application. Improperly 
completed forms will be returned to you to fix, and will delay a 
funding decision being made on your application. Please see 
the examples in each section. To avoid rejection of your 
organization's application, PCF HIGHLY recommends you watch 
this short, instructional video as well: Budget 
Narrative/Summary Instructions

Update as of 9/25/2020: Due to new U.S. Department of the Treasury guidance, the CARES Act does not cover 
any administrative or indirect costs. The Budget Narrative and Summary have been updated. CFO, CEO, and 
other types of "administrative" time must be documented as a direct cost on an hourly basis under Personnel 
or Contracted Services. The above webinar will be updated shortly.

If your organization is awarded a grant, it is likely to be issued on a cost-reimbursement basis. Please 
consider this when developing your budget narrative and summary.

Note about Hazard Pay: Hazard pay will not automatically be approved as a budget item. Hazard pay is only for 
hazardous duty or work involving physical hardship, in each case that is related to COVID-19. Much of the 
immediate hazards of COVID-19 can be mitigated by appropriate use of PPE and/or regular sanitizing of spaces. 
The threshold for approval of hazard pay is high. It is best that you inquire in advance of adding this to a budget in 
your grant application.

If you would like to use a unit of service cost as a basis for your budget, you MUST contact Pinellas 
Community Foundation program staff FIRST to discuss this possibility.

https://www.youtube.com/watch?v=s5kkxsaQkCg
https://www.youtube.com/watch?v=s5kkxsaQkCg
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Budget Summary* 

Please download the budget summary template HERE and complete it. If you have selected multiple Priority 
Fund Areas, you should include ALL costs in this summary.

Capital includes buildings, vehicles, equipment at $3,000 or more per item. The purchase of capital must represent 
the lower cost option for the period during which the purchased asset would be used for COVID-response 
activities. Outright purchase must be less than the cost of renting or leasing OR if renting or leasing is not available.

CLICK HERE TO SEE AN EXAMPLE OF A PROPERLY COMPLETED BUDGET SUMMARY.

Please export as a PDF and upload it.

CARES-Partnership-Fund-Budget-Summary-Grant FINAL v2.pdf

Budget Narrative* 

Please download the budget narrative template HERE and complete it. 

The budget narrative needs to do more than define the expenses. It should clearly state what is going to be 
paid using CARES funds and then justify the expenses as a program expansion (or sustaining an already 
expanded program) as a result of COVID-19. Do not bold, underline, or italicize. Use dollar amounts that 
match your Budget Summary.

If you have selected multiple Priority Fund Areas, you should include ALL costs in this narrative.

CLICK HERE TO SEE AN EXAMPLE OF A PROPERLY COMPLETED BUDGET NARRATIVE.

Capital includes buildings, vehicles, equipment at $3,000 or more per item. The purchase of capital must represent 
the lower cost option for the period during which the purchased asset would be used for COVID-response 
activities. Outright purchase must be less than the cost of renting or leasing OR if renting or leasing is not available.

Please export as a PDF and upload it.

CARES-Partnership-Fund-Budget-Narrative-Grant FINAL v2 REVISED.pdf

Capital Requests 
If you are requesting funding for capital expenses, please upload bids/estimates/rental agreements to match the 
expenses described in your budget summary and narrative.

Please upload in PDF format.

Cost Documentation FINAL v2.pdf

Logistical partner organizations (LPOs) are considered to be a critical part of service delivery strategy for this grant 
program, and using them is highly encouraged. Typical LPOs are:

� Grassroots organizations with small annual operating budgets (under $50,000)

� Churches and other faith-based organizations

https://pinellascf.org/wp-content/uploads/CARES-Partnership-Fund-Budget-Summary-Grant.xlsx
https://pinellascf.org/wp-content/uploads/Example-Budget-Summary-CARES.pdf
https://pinellascf.org/wp-content/uploads/CARES-Partnership-Fund-Budget-Narrative-Grant.docx
https://pinellascf.org/wp-content/uploads/Example-Budget-Narrative-CARES.pdf
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� Neighborhood associations

� Social organizations/collaboratives

� Resident councils in low-income house communities

� Neighborhood family centers

� Senior centers

Their essential role is to serve as outreach, information, referral and service delivery sites for food distribution, 
legal aid counseling to prevent evictions and behavioral health services, consistent with the three priority need 
areas in the grant specifications.

Are you going to use LPOs in this programming?* 
No

Behavioral Health
This grant will require weekly reporting on the following measures:

� Number of individuals receiving COVID-19-related behavioral health services by in person, 
telehealth, or telephone by zip code of participant or service delivery point (participant zip 
code is preferred)

This grant will require monthly reporting on the following measures:

� Percentage of target met of the projected number of people receiving COVID-19-related 
behavioral health services by in person, telehealth, or telephone.

� Monthly Progress Rate as defined by your measurement and methodology specified below

Affirmation of Reporting* 
I affirm that my organization is capable of providing weekly and monthly reports on the above measures.

Yes

Measurement - Behavioral Health* 
The Pinellas CARES Nonprofit Partnership Fund understands that behavioral health involves several dimensions of 
clinical need and organizational infrastructure.

For the purpose of this grant, applicants are asked to select ONE robust measure of progress that can be validly 
measured on a monthly basis. Please describe the instrument that you are going to use and how the results are 
interpreted to indicate progress.

The first goal of this funding request is to create access to a safe environment for those seeking treatment 
services & to increase access points. Clients in our care will continue to learn & maintain good behavioral 
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health as they move forward in recovery. The increase in outreach at our Access Center will lead to increased 
enrollment in our programs. Those numbers will be a measure of increased access to services.

Our second goal is to show an increase in service use by 10% each month. We will use the monthly client 
census numbers to track & measure the number of individuals accessing telehealth services in Pinellas 
County as well as the # of individuals in our MAPS, detox and residential programs. The monthly admit & 
discharge numbers will help us determine whether there has been a decline in service provision & to track 
increase. PAR will use our monthly census reports as the instrument used to gauge the progress of the 
programs that will benefit from this funding.

Methodology* 
Please state how you will define and document a monthly Progress Rate for all clients in the program based on the 
selected behavior change measure(s) specified above.

Monthly Projected Progress Rate (%): Using the definition of progress described above, project the percentage of 
progress achieved on a monthly basis.

Operation PAR will use our monthly census reports to gauge the progress of the clients in the programs 
that will benefit from this funding. 

Outreach: Our 24/7 Access Center will serve at least 2,500 individuals per month. Progress will be 
defined by call center data.

Number of individuals receiving behavioral health services in and via telehealth: Operation PAR will serve 
at least 1,200 adult clients each month in with in person and/or telehealth services, including at least 50 in 
our detoxification program.

Our goal with this funding is to see no decline in service provision. We will use the census numbers to 
track and measure the number of individuals accessing telehealth services in Pinellas County as well as the 
number of individuals in our MAPS, detox and residential programs. The monthly admit and discharge 
numbers will help us determine whether or not there has been a decline in service provision.

Number of Clients Served During Grant Period - Behavioral Health* 
This grant period ends on December 30, 2020. Please estimate the number of clients that will be served for 
behavioral health by the end of the grant period.

6000

Estimated Percentage of Progress - Grant Period* 
Please estimate % of progress on the proposed measure during the grant period.

10%
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September Projections - Number Served - Behavioral Health* 
Please estimate the number of individuals to be served by this funding for behavioral health in September 2020.

0

September Projections - Progress Rate - Behavioral Health* 
Please project an estimated progress rate for your clients for September 2020. This is the percentage of clients that 
show improvement according to tool(s) you specified in the "Measurement" section above.

0

October Projections - Number Served - Behavioral Health* 
Please estimate the number of individuals to be served by this funding for behavioral health in October 2020.

2000

October Projections - Progress Rate - Behavioral Health* 
Please project an estimated progress rate for your clients based for October 2020. This is the percentage of clients 
that show improvement according to tool(s) you specified in the "Measurement" section above.

10

November Projections - Number Served - Behavioral Health* 
Please estimate the number of individuals to be served by this funding for behavioral health in November 2020.

2000

November Projections - Progress Rate - Behavioral Health* 
Please project an estimated progress rate for your clients based for November 2020. This is the percentage of 
clients that show improvement according to tool(s) you specified in the "Measurement" section above.

10

December Projections - Number Served - Behavioral Health* 
Please estimate the number of individuals to be served by this funding for behavioral health in December 2020.

2000
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December Projections - Progress Rate - Behavioral Health* 
Please project an estimated progress rate for your clients based for December 2020. This is the percentage of 
clients that show improvement according to tool(s) you specified in the "Measurement" section above.

10

Funder Involvement
Which of the funders have provided a grant to your organization within the last 
three years?* 

Foundation for a Healthy St. Petersburg
Funding from a Pinellas County Municipality
Juvenile Welfare Board of Pinellas County
Pinellas County Government

Other Funding Sources 
If your organization has submitted applications to other funders or has received funding in response to 
coronavirus/COVID-19 from another funder, please briefly describe below:

Operation PAR applied for funds from FL Blue (not duplicative of the items requested in this proposal) 
and is waiting to find out if those grants will be funded. We applied for $399,731 for an Opioids & Substance 
Abuse- Intervention grant, and $374,173 for an Opioids & Substance Abuse – Prevention grant.

We received a PPP loan in the amount of $4,370,855 from Wells Fargo Bank under the terms of the SBA 
program to be used for payroll costs, rent and utilizes.  Operation PAR has 487 employees and didn’t lay off 
any staff or reduce pay during COVID-19.

We received $36,500 for our two daycare centers in Pinellas County from the Early Learning Coalition 
Child Care Relief grants to enable our centers to remain open to provide critical services.

We received $317,832 from Health & Human Services Provider Relief Funds to offset loss of revenues.

Corrective Action* 
Is your organization currently under a corrective action agreement with any funder (including but not limited to 
those listed above)? If yes, please explain in detail, including the status of the corrective action. If no, state No.

No.
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Confirmation
Signature and Affirmation* 
By submitting this application, I hereby swear that executive leadership is aware of this request for funding, and if 
this funding is approved, my organization will be able to use these funds in the manner described in the 
application.

Please type your name as an electronic signature and the date on which you are submitting this application.

Rachel M. Gelbmann
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File Attachment Summary

Applicant File Uploads
•   2018 Form 990.pdf
•   PAR FY 21 Budget.pdf
•   FY 2019 AUDIT - Operation PAR Inc Short Form 063019 Issued.pdf
•   COOP.pdf
•   Cert of Liability Insurance - Master.pdf
•   CARES-Partnership-Fund-Budget-Summary-Grant FINAL v2.pdf
•   CARES-Partnership-Fund-Budget-Narrative-Grant FINAL v2 REVISED.pdf
•   Cost Documentation FINAL v2.pdf
 







































































































OPERATION PAR, INC.
BUDGET 

July 1, 2020 - June 30, 2021

2021
Budget

Revenues:

CFBHN 8,172,791
CFBHN SOR 1,882,109
Lutheran Services SOR 832,328
Lutheran Services HIV Funds 60,000
DCF/FADAA Vivitrol 200,000
OSCA/FADAA Vivitrol 334,800
DCF Recovery Team 74,000
Early Learning Center 192,000
DJJ Juv. Assessmt Center 406,398
DJJ PAIC 480,000
JWB COSA 431,517
JWB COSA North 211,200
JWB Motivating New Moms 173,071
St. Petersburg Free Clinic 7,200
Pinellas Cty School Board 28,000
Pinellas County Human Svcs. 214,290
Baycare Endocarditis 58,800
Pasco County Jail 12,000
Pinellas County CARE Team 410,750
Pinellas Cty MAT Expansion 583,145
Pinellas Cty CABHI 209,400
Pinellas Cty Healthcare for the Homeless 169,300
HOME Project 17,000
Lee County Sheriff's Office 4,000
Hernando County Sheriff's Office 4,000
Client Fees - Private Pay 5,005,400
Outside Lab Billings 18,000
Medicaid 7,177,000
Medicare 2,437,769
Misc Managed Care Contracts 150,000
In-Kind Services 454,890
Donations 12,500
Interest Revenue 26,400
Foundations 8,000
Miscellaneous Revenue 14,000
Food Stamps 87,600
Investment in SAS (2,615)
Investment in Human Trust (2,400)

-------------------------
Total Revenues 30,554,643

-------------------------
Expenses:

Salaries 20,164,854
Total Fringe Benefits 3,961,680
Management Fee 3,853
In-Kind Services 454,890
Contractual Services 634,910
Professional Fees/Physicians 561,591
Outside Lab Testing 661,900
Shared staff contra (477,480)
Rent 623,213
Equipment Lease 122,934
Property Taxes 25,606
Insurance 552,056
Training/Travel 179,306
Utilities 600,326
Telephone expense 233,571
Maintenance 772,286
Computer Maintenance 589,538
Vehicle Expense 48,400
Postage & Freight 13,880
Printing 16,400
Photocopy Contra (1,920)
Food 489,125
Operating expense 626,350
Office expense 89,025



OPERATION PAR, INC.
BUDGET 

July 1, 2020 - June 30, 2021

2021
Budget

Medicine/Medical Supplies 1,475,927
Computer supplies & expenses 92,000
Depreciation & Amortization 825,660
Memberships 39,720
Promotional/Consumer Education 3,892
Job Recruitment 9,200
Fundraising expenses 18,000
Bad Debt Expense 31,500
Client Support Expenses 22,750
Bank Fees 89,700

-------------------------
Total Expenses 33,554,643

-------------------------

Revenues Less Expenses (3,000,000)

PPP Loan forgiveness to offset loss
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INDEPENDENT AUDITORS’ REPORT 
 
The Board of Directors 
Operation PAR, Inc. 
Pinellas Park, Florida 
 
Report on the Financial Statements 
 
We have audited the accompanying financial statements of Operation PAR, Inc. (a nonprofit 
organization), which comprise the statements of financial position as of June 30, 2019, and the 
related statements of activities, functional expenses, and cash flows for the year then ended, and 
the related notes to the financial statements. 
 
Management’s Responsibility for the Financial Statements 
 
Management is responsible for the preparation and fair presentation of these financial statements 
in accordance with accounting principles generally accepted in the United States of America; this 
includes the design, implementation, and maintenance of internal control relevant to the 
preparation and fair presentation of financial statements that are free from material misstatement, 
whether due to fraud or error. 
 
Auditors’ Responsibility 
 
Our responsibility is to express an opinion on these financial statements based on our audit. We 
conducted our audit in accordance with auditing standards generally accepted in the United States 
of America and the standards applicable to financial audits contained in Government Auditing 
Standards, issued by the Comptroller General of the United States. Those standards require that we 
plan and perform the audit to obtain reasonable assurance about whether the financial statements 
are free from material misstatement. 
 
An audit involves performing procedures to obtain audit evidence about the amounts and 
disclosures in the financial statements. The procedures selected depend on the auditor’s judgment, 
including the assessment of the risks of material misstatement of the financial statements, whether 
due to fraud or error. In making those risk assessments, the auditor considers internal control 
relevant to the entity’s preparation and fair presentation of the financial statements in order to 
design audit procedures that are appropriate in the circumstances, but not for the purpose of 
expressing an opinion on the effectiveness of the entity’s internal control. Accordingly, we express 
no such opinion. An audit also includes evaluating the appropriateness of accounting policies used 
and the reasonableness of significant accounting estimates made by management, as well as 
evaluating the overall presentation of the financial statements. 
 
We believe that the audit evidence we have obtained is sufficient and appropriate to provide a 
basis for our audit opinion. 
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Opinion 
 
In our opinion, the financial statements referred to above present fairly, in all material respects, the 
financial position of Operation PAR, Inc. as of June 30, 2019, and the changes in its net assets and its 
cash flows for the year then ended in accordance with accounting principles generally accepted in 
the United States of America. 
 
Emphasis of Matter 
 
Adoption of New Accounting Pronouncement 
 
As described in Note 1 to the financial statements, in the 2019 financial statements the 
Organization adopted Accounting Standards Update (ASU) 2016-14: Not-For-Profit Entities, (Topic 
958) this new standard requires changes to be made in how net assets are classified based on donor 
restriction and has added multiple new disclosures. Our opinion is not modified with respect to this 
matter. 
 
Other Matters 
 
Other Information 
 
Our audit was conducted for the purpose of forming an opinion on the financial statements as a 
whole. The accompanying schedule of expenditures of federal awards and state financial assistance, 
as required by Title 2 U.S. Code of Federal Regulations (CFR) Part 200, Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards, is presented for 
purposes of additional analysis and is not a required part of the financial statements. Such 
information is the responsibility of management and was derived from and relates directly to the 
underlying accounting and other records used to prepare the financial statements. The information 
has been subjected to the auditing procedures applied in the audit of the financial statements and 
certain additional procedures, including comparing and reconciling such information directly to the 
underlying accounting and other records used to prepare the financial statements or to the 
financial statements themselves, and other additional procedures in accordance with auditing 
standards generally accepted in the United States of America. In our opinion, the information is 
fairly stated, in all material respects, in relation to the financial statements as a whole. 
 
Report on Summarized Comparative Information 
 
We have previously audited the Operation PAR, Inc.’s June 30, 2018 financial statements, and our 
report dated November 9, 2018, expressed an unmodified opinion on those audited financial 
statements. In our opinion, the summarized comparative information presented herein as of and 
for the year ended June 30, 2018, is consistent, in all material respects, with the audited financial 
statements from which it has been derived. 
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Other Reporting Required by Government Auditing Standards 
 
In accordance with Government Auditing Standards, we have also issued our report dated 
November 5, 2019, on our consideration of Operation PAR, Inc.’s internal control over financial 
reporting and on our tests of its compliance with certain provisions of laws, regulations, contracts, 
and grant agreements and other matters. The purpose of that report is to describe the scope of our 
testing of internal control over financial reporting and compliance and the results of that testing, 
and not to provide an opinion on internal control over financial reporting or on compliance. That 
report is an integral part of an audit performed in accordance with Government Auditing Standards 
in considering Operation PAR, Inc.’s internal control over financial reporting and compliance. 

 
CARR, RIGGS & INGRAM, LLC 
 
Tampa, Florida 
November 5, 2019 
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June 30, 2019 2018

Assets
Current assets

Cash and cash equivalents 5,092,049$           5,229,629$           
Client funds 2,420                     2,965                     
Receivables

Grants 2,247,193             1,829,810             
Other, net 784,686                638,468                

Prepaid and other current assets 631,623                534,543                
Investments 3,389,893 2,018,575
Due from Boley-PAR Inc. 209,563                250,307                

Total current assets 12,357,427           10,504,297           

Property, plant and equipment, net 15,493,748           15,938,602           

Investments (Rabbi Trust) 1,346,937             1,123,144             

Investment in joint ventures 402,367 404,953

Other assets 890,400 845,182

Total assets 30,490,879$        28,816,178$         
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June 30, 2019 2018

Liabilities and Net Assets
Current liabilities

Accounts payable 389,232$              388,011$              
Client funds payable 2,420 2,965
Accrued expenses 2,469,523 1,864,712
Due to joint venture 97,067 66,373

Total current liabilities 2,958,242             2,322,061             

Other accrued expenses 1,346,937 1,123,144

Total liabilities 4,305,179             3,445,205             

Net assets
Without donor restrictions 22,069,116           21,182,412           

Board designated net assets
Insurance reserves 3,446,942             3,446,942             
Capital improvements 327,739                379,408                

With donor restrictions 341,903                362,211                

Total net assets 26,185,700           25,370,973           

Total liabilities and net assets 30,490,879$        28,816,178$         
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Year ended June, 30 2019 2018
 Without Donor 

Restrictions 
 With Donor 
Restrictions Total

 Summarized      
Total 

Operating Support and Revenue
Patient service revenue (net of contractual  

allowances and discounts) 15,844,774$       -$                15,844,774$     15,969,506$   
Provision for bad debts (16,174)               -                     (16,174)             (9,722)             

Net patient service revenue less provision
for bad debts 15,828,600         -                     15,828,600       15,959,784     

Department of Children and Families 12,085,653         -                     12,085,653       11,247,647     
Federal and state 1,719,626           -                     1,719,626         1,580,517       
Local 2,714,404           -                     2,714,404         2,505,084       
Donations in-kind 454,890               -                     454,890             454,890          
Contributions 91,084                 50,000               141,084             478,437          
Other support 197,341               -                     197,341             189,173          

Release from restriction 70,308                 (70,308)             -                     -                   

Total operating support and revenue 33,161,906         (20,308)             33,141,598       32,415,532     

Expenses:
    Program services 28,378,717         -                     28,378,717       26,802,588     

Funraising 74,986                 -                     74,986               55,843             
Admisistrative services 4,132,259           -                     4,132,259         3,871,103       

Total expenses 32,585,962         -                     32,585,962       30,729,534     

Other revenues
Federal grants for plant and equipment -                       -                     -                     38,715             
Other grants for plant and equipment 77,565                 -                     77,565               78,037             
Interest income 160,838               -                     160,838             65,176             
Gain (loss) on joint venture (2,587)                  -                     (2,587)                (2,523)             
Gain (loss) in Human Trust (1,206)                  -                     (1,206)                (3,503)             
Gain (loss) on Investments 10,989                 -                     10,989               (4,737)             
Gain on sale of assets 13,492                 -                     13,492               495                  

Total other revenues 259,091               -                     259,091             171,660          

Change in net assets 835,035               (20,308)             814,727             1,857,658       

Net assets, Beginning of year 25,008,762         362,211            25,370,973       23,513,315     

Net assets, End of year 25,843,797$       341,903$          26,185,700$     25,370,973$   
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Year ended June 30, 2019

Program 
Services Fundraising

Administrative 
Services Total

Salaries 16,439,423$     25,504$      2,833,160$       19,298,087$     
Fringe benefits 3,362,619         4,646           474,325             3,841,590         
        Sub-total 19,802,042       30,150         3,307,485         23,139,677       
Shared staff (23,370)              11,036         (419,442)           (431,776)           
Leasing contract (677,273)           (11,036)       (2,180,631)        (2,868,940)        
        Net Salaries and fringe benefits 19,101,399       30,150         707,412             19,838,961       

Management fee 677,273             11,036         2,212,347         2,900,656         
Contractual and professional fees 2,011,062         5,585           313,062             2,329,709         
Building & equipment rental 680,323             -               22,873               703,196             
Insurance 361,447             275              89,972               451,694             
Travel and transportation 221,120             -               46,713               267,833             
Utilities & telephone 711,342             -               88,843               800,185             
Repairs & maintenance 1,108,164         2,174           274,196             1,384,534         
Printing and postage 18,384               483              2,981                 21,848               
Food and kitchen costs 436,440             -               11,821               448,261             
Supplies 2,055,724         -               165,803             2,221,527         
Depreciation 861,383             -               125,843             987,226             
Other operating expenses 134,656             25,283         70,393               230,332             

Total operating expenses 28,378,717$     74,986$      4,132,259$       32,585,962$     

Supporting Services
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Year ended June 30, 2018

Program 
Services Fundraising

Administrative 
Services Total

Salaries 15,360,029$     28,357$      2,638,150$       18,026,536$     
Fringe benefits 2,726,848         6,123           433,829             3,166,800         

Subtotal 18,086,877       34,480         3,071,979         21,193,336       
Shared staff (19,922)              -               (324,855)           (344,777)           
Leasing contract (818,907)           -               (2,111,540)        (2,930,447)        

Net salaries and fringe benefits 17,248,048       34,480         635,584             17,918,112       

Management fee 818,908             -               2,118,205         2,937,113         
Contractual and professional fees 1,715,988         -               272,618             1,988,606         
Building & equipment rental 643,752             -               23,795               667,547             
Insurance 335,469             307              84,239               420,015             
Travel and transportation 200,409             -               63,263               263,672             
Utilities & telephone 677,028             -               79,408               756,436             
Repairs & maintenance 1,118,241         -               265,228             1,383,469         
Printing and postage 30,048               -               6,063                 36,111               
Food and kitchen costs 416,050             -               11,943               427,993             
Supplies 2,609,124         -               105,434             2,714,558         
Depreciation 822,892             -               121,076             943,968             
Other operating expenses 166,631             21,056         84,247               271,934             

Total operating expenses 26,802,588$     55,843$      3,871,103$       30,729,534$     

Supporting Services
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Years ended June 30, 2019 2018

Operating Activities
Change in net assets 814,727$              1,857,658$           
Adjustments to reconcile change in net assets to

net cash provided by operating activities:
Depreciation 987,226                943,968                
(Gain) loss on investments (10,989)                 4,737                     
Gain on the sale of property and equipment (13,492)                 (495)                       
Loss on investment in joint ventures 3,793                     6,026                     
Provision for bad debt 16,174                  9,722                     
Increase in cash surrender value of life insurance (46,424)                 (43,041)                 

Cash provided by changes
in assets and liabilities:

Grants and other receivables (579,775)               359,451                
Prepaid and other current assets (97,080)                 (104,072)               
Other assets 1,206                     -                             
Accounts and client funds payable 1,221                     (98,677)                 
Accrued expenses 828,604                294,483                
Due from related party 71,438                  (166,890)               

Net cash provided by operating activities 1,976,629             3,062,870             

Investing Activities
Purchases of property, plant and equipment (542,372)               (484,122)               
Proceeds from sale of property and equipment 13,492                  495                        
Investment in joint venture (1,207)                   (5,000)                   
Purchase of marketable securities (2,084,122)           (2,688,996)            
Proceeds from sale of marketable securities 500,000                61,194                   

Net cash used in investing activities (2,114,209)           (3,116,429)            

Net decrease in Cash and Cash Equivalents (137,580)               (53,559)                 

Cash and Cash Equivalents, Beginning of year 5,229,629             5,283,188             

Cash and Cash Equivalents, End of year 5,092,049$           5,229,629$           
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NOTE 1: DESCRIPTION OF ORGANIZATION AND SUMMARY OF SIGNIFICANT ACCOUNTING 
POLICIES 
 
Organization 
 
Operation PAR, Inc. (“Organization”) is a not-for-profit corporation that provides a comprehensive 
system of mental health and substance abuse services. The Organization administers 42 programs 
providing substance abuse education, prevention, intervention, treatment, and research in 17 
locations primarily throughout Pinellas, Pasco, Sarasota, Hernando, Lee, Charlotte and Manatee 
Counties. Significant revenue sources are federal, state, and local grants. Other sources of revenue 
include fees billed to Medicaid, third-party payors, and individual clients for program services and 
donations from private individuals. 
 
The structure of Operation PAR, Inc. changed effective July 1, 2015. Boley-PAR, Inc., a Florida not-
for-profit corporation with 501(c)(3) tax exempt status, is now its sole member. Boley-PAR, Inc. is 
also the sole member of Boley Centers, Inc. and Personal Enrichment through Mental Health 
Services, Inc. (PEMHS). This new ownership structure will allow the respective organizations to 
retain their separate corporate existence while sharing some administrative services to be more 
cost effective and efficient. See Note 19 for further related party information. 
 
Basis of Accounting 
 
The accompanying financial statements have been prepared on the accrual basis of accounting in 
accordance with U.S. GAAP. 
 
Net Assets Without Donor Restriction: Include net assets that are not subject to donor-imposed 
stipulations and net assets that have been designated for a specific purpose by the Board of 
Directors.  
 
Net Assets With Donor Restrictions: Include gifts for which donor-imposed restrictions due to time 
or purpose have not yet been met and gifts that require, by donor restriction, that the corpus be 
invested in perpetuity and only the income be made available for program operations in accordance 
with donor restrictions, as applicable. 
 
Certain amounts in the 2019 financial statements have been reclassified to conform with the 2018 
presentation with no effect on previously reported net income.  
 
Revenue Recognition 
 
Grant funds for reimbursement type grants are deemed to be earned and reported as revenue 
when expenditures are incurred in compliance with specific grant requirements. 
 
Grant funds for units of service type grants are deemed to be earned and reported as revenue when 
a unit of service is provided in compliance with specific grant requirements. 
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NOTE 1: DESCRIPTION OF ORGANIZATION AND SUMMARY OF SIGNIFICANT ACCOUNTING 
POLICIES (Continued) 
 
Revenue Recognition (Continued) 
 
Amounts due from Medicaid, third-party payors and clients are deemed to be earned and reported 
as revenue when the service is provided. 
 
Contributions received are recorded as with or without donor restrictions depending on the 
existence or nature of any donor restrictions. Time-restricted contributions are required to be 
reported as with donor restrictions and are then reclassified to net assets without donor 
restrictions upon expiration of the time restrictions. Contributions that are restricted by the donor, 
as well as any related gains and investment income, are reported as increases in net assets without 
donor restrictions if the restrictions expire in the fiscal year in which the contributions are 
recognized. 
 
Property and Equipment 
 
Purchased property and equipment are stated at cost. Donated property and equipment are 
recorded at estimated fair value as of the date received. Property and equipment purchases or 
donations greater than $1,000 are capitalized. 
 
Property acquired with governmental funds is considered to be owned by the Organization while 
used in the program for which it was purchased or in other future authorized programs. However, 
the granting agency has a reversionary interest in the property; its disposition, as well as the 
ownership of any proceeds therefrom, are subject to government regulations. 
 
Depreciation and Amortization 
 
Depreciation is provided for in amounts sufficient to relate the cost of depreciable assets to 
operations over their estimated service lives ranging from 3 to 40 years, principally on a straight-
line basis. Leasehold improvements are amortized over the lives of the respective leases or the 
service lives of the improvements, whichever is shorter. Repairs that don’t significantly extend the 
underlying assets estimated useful life are expensed as incurred. 
 
Life Insurance 
 
The Organization is the beneficiary of a $1,000,000 life insurance policy on a former corporate 
officer with a cash surrender value of $812,512 and $766,088 as of June 30, 2019 and 2018, 
respectively, which is included in other assets. 
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NOTE 1: DESCRIPTION OF ORGANIZATION AND SUMMARY OF SIGNIFICANT ACCOUNTING 
POLICIES (Continued) 
 
Marketable Securities and Investments 
 
Investments in equity securities with readily determinable fair values and all investments in debt 
securities are measured at fair value based on quoted market prices. Investments that are 
measured at fair value on a recurring basis are classified by level based on an established fair value 
hierarchy that gives the highest priority to quoted prices in active markets and the lowest priority to 
unobservable data. The Organization believes the carrying amount of these financial instruments is 
a reasonable estimate of fair value. Gains and losses on market value adjustments and sales are 
recognized within the statement of activities. 
 
Use of Estimates 
 
The preparation of financial statements in conformity with accounting principles generally accepted 
in the United States of America requires management to make estimates and assumptions that 
affect the amounts reported in the financial statements and accompanying notes. Actual results 
could differ from those estimates. 
 
Fair Value of Financial Instruments 
 
Estimates of fair values are subjective in nature and include uncertainties and matters of significant 
judgment and, therefore, cannot be determined with precision. Changes in assumptions could 
affect the estimates. The fair values of the Organization’s cash and cash equivalents, receivables, 
other assets, accounts payable, accrued expenses at June 30, 2019 and 2018 approximate 
associated carrying values. 
 
Income Taxes 
 
The Organization is exempt from federal income taxes under Internal Revenue Code Section 
501(c)(3). Management has evaluated the Organization’s tax positions and concluded that the 
Organization has taken no uncertain tax positions that require adjustment or disclosure to the 
financial statements to comply with the provision of the accounting guidance for income taxes as 
June 30, 2019 and 2018 respectively. 
 
Donated In-Kind Services 
 
Amounts are reported in the financial statements for voluntary donations of services when those 
services create or enhance non-financial assets or require specialized skills provided by the 
individuals possessing those skills and would be typically purchased if not provided by donation. 
Donated services are reflected as revenue at date of receipt. These are also reflected as expenses in 
the accompanying statements at the same amount. These services are primarily teaching services 
donated by a county. 
  



Operation PAR, Inc. 
Notes to Financial Statements 

 

- 13 - 

NOTE 1: DESCRIPTION OF ORGANIZATION AND SUMMARY OF SIGNIFICANT ACCOUNTING 
POLICIES (Continued) 
 
Functional Allocation 
 
The Organization provides substance abuse education, prevention, intervention, treatment, and 
research primarily throughout Pinellas, Pasco, Sarasota, Hernando, Lee, Charlotte and Manatee 
Counties. The cost of providing certain activities of the Organization have been summarized on a 
functional basis in the statement of activities. The Organization’s operating costs have been 
allocated between program, management and general, and fundraising expenses based on direct 
identification when possible, and allocation if a single expenditure benefits more than one program 
or function. Expenditures that require allocation are allocated on either a personnel-cost or square-
footage basis, whichever is more reasonable for the expenditure. These expenses include salaries, 
payroll benefits, supplies, associated occupancy expenses and depreciation.   
 
Accounts Receivable 
 
The Organization considers accounts receivable to be substantially collectible. An allowance for 
doubtful accounts is established for accounts receivable when collection is doubtful. Accounts 
receivable are monitored continuously and are written off when deemed uncollectible based on 
contractual terms and age of the account. 
 
Charity Care 
 
The Organization provides care to clients who meet certain criteria under its charity care policy 
without charges or at amounts less than established rates. Because the Organization does not 
pursue collection of amounts determined to qualify as charity care, they are not reported as 
revenue. The amount of disclosed charity care is valued based on the total of all related direct and 
indirect costs. Costs associated with providing care to charity patients includes the related charges 
for those patients who are financially unable to pay and qualify under the Organization’s charity 
care policy and that do not otherwise qualify for reimbursement from a governmental program. 
 
Interdepartmental Professional Charges 
 
The Organization charges fees for tests performed for other service programs by its laboratory. 
These interdepartmental charges are offset in the total professional fees reported for the year. 
 
Cash and Cash Equivalents 
 
The Organization considers all cash on hand and amounts on deposit with financial institutions that 
have original maturities of three months or less to be cash and cash equivalents. 
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NOTE 1: DESCRIPTION OF ORGANIZATION AND SUMMARY OF SIGNIFICANT ACCOUNTING 
POLICIES (Continued) 
 
Client Funds 
 
The Organization holds client funds in trust for clients participating in certain treatment programs. 
 
Changes to the Financial Statements for ASU No. 2016-14 
 
In August 2016, the Financial Accounting Standards Board (FASB) issued Accounting Standards 
Update (ASU) No. 2016-14, Not-for-Profit Entities (Topic 958): Presentation of Financial Statements 
of Not-for-Profit Entities. The Organization has adjusted the presentation of its financial statements 
accordingly, applying the changes retrospectively to the comparative period presented.  
 
The new standard changes the following aspects of the Organization’s financial statements: 
 

x The unrestricted net asset class has been renamed net assets without donor restrictions.  
x The temporarily restricted and permanently restricted net asset classes have been 

combined into a single net asset class called net assets with donor restrictions.  
x The footnotes no longer require components of investment income to be disclosed. 
x The financial statements include a new disclosure about liquidity and availability of 

resources (Note 5).  
x The financial statements include a new disclosure related to functional allocation of 

expenses.  
 
The changes have the following effect on net assets at June 30, 2018: 
 

Net Asset Class 
As Originally 

Presented 
After Adoption 
of ASU 2016-14

Unrestricted net assets 25,008,762$   -$                   
Temporarily restricted net assets 362,211          -                     
Net assets without donor restrictions -                   25,008,762       
Net assets with donor restrictions -                   362,211             
Total net assets 25,370,973$   25,370,973$     

 
 
NOTE 2: OTHER THIRD-PARTY PAYOR REVENUE 
 
The Organization has agreements with third-party payors that provide for payments to the 
Organization at amounts different from its established rates. The agreements are with commercial 
insurance carriers, health maintenance organizations, and preferred provider organizations. The 
basis for payment to the Organization under these agreements is based primarily on negotiated 
contractual agreements. 
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NOTE 3: RECEIVABLES 
 
Grant receivables, client fee receivables, and third-party payor settlements represent amounts 
expected to be collected as follows: 
 

June 30, 2019 2018

Grants receivable 2,247,193$     1,829,810$   
     

The Organization has considered the collectability of the grant receivable and has determined an 
allowance is not necessary. 
 
Other receivables: 

June 30, 2019 2018

Third-party payors, gross 705,847$        839,837$      
Client fees (private pay) 1,947,156 1,467,865
Other receivables 84,742 60,795
Allowance for private pay (1,854,121)      (1,383,707)    
Allowance for third-party payors (98,938)           (346,322)

Other receivables, net 784,686$        638,468$      
     

 
NOTE 4: PROPERTY, PLANT AND EQUIPMENT 
 
Property, plant and equipment are summarized as follows: 
  

June 30, 2019 2018

Land 2,334,766$             2,334,766$      
Building and improvements 20,719,681 20,719,681
Leasehold improvements 4,103,619 3,818,936
Equipment 4,407,286 5,086,940
Land improvements 381,064 381,064

Total property, plant and equipment 31,946,416             32,341,387      

Accumulated depreciation (16,452,668) (16,402,785)

Total property, plant and equipment, net 15,493,748$           15,938,602$   
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NOTE 5: LIQUIDITY AND AVAILABILITY OF FINANCIAL ASSETS 
 
The Organization’s management monitors its liquidity so that it is able to cover operating expenses 
and other costs related to special projects. Management budgets for such costs based on the prior 
year actual expenses and anticipated future expenses. Budgets are approved by the Board in July 
for the new fiscal year.  
 
The Organization’s funds are invested conservatively with the primary objective of preservation of 
capital (including diversification of risk of institutional failure) and liquidity in order to provide 
sufficient cash to meet obligations in a timely manner. The operating bank account holds working 
capital and operating reserve funds equal to one month of the total annual budget. The reserve 
amount may be higher or lower depending on actual expenses incurred and paid throughout the 
budget year. Based on the working capital and operating reserve policy, and timing of cash 
collections, two months of liquid cash would be appropriate to keep on hand. Any amount of 
working capital and operating reserve funds in excess of two months can be invested according to 
the permissible investment assets and parameters outlined in the investment policy. Two months 
provides a conservative figure intended to balance the desire to mitigate risks while ensuring that 
cash needs are met without adding administrative burdens. Management estimates two months of 
expense to be approximately $5,400,000.   
 
The Organization is able to use the $500,000 line of credit, as more fully described in Note 7, in the 
event of an unanticipated liquidity need. 
 
Management has budgeted approximately $32,000,000 of operating expenses to be paid within one 
year of the statement of financial position. The Organization has the following financial assets that 
could readily be made available, that is, without donor or other restrictions limiting their use, within 
one year of the statement of financial position to fund expenses: 
 

June 30, 2019
Cash and cash equivalents 5,092,049$     
Grant receivables 2,247,193       
Other receivables 784,686          
Investments 3,389,893       

11,513,821$  
 

 
NOTE 6: SUPPORT RECEIVED FROM GOVERNMENTAL AGENCIES THAT REQUIRED MATCH 
 
The Organization has contracts with various agencies that require a local match. The Organization 
provided local matching funds in excess of $580,765 and $389,600 during the year ended June 30, 
2019 and 2018, respectively. 
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NOTE 7: LINE OF CREDIT 
 
The Organization has a line of credit with a bank for $500,000, of which $-0- has been used at June 
30, 2019 and 2018. The line of credit bears interest at the bank’s prime rate, which was 5.50% at 
June 30, 2019 and 2018. The balance on the line of credit plus interest is due within 30 days of the 
bank’s demand. The line of credit is secured by security interest in property including accounts 
receivable, inventory, furniture and equipment, vehicles, and any balance or share of any deposit, 
trust or agency account of the Organization. 
 
 
NOTE 8: DONATED IN-KIND SERVICES 
 
The Organization received donated services from the Pinellas County School Board for teaching 
services utilized at various programs with school-age children. The donated services were valued by 
the Pinellas County School Board at approximately $455,000 for the years ended June 30, 2019 and 
2018, respectively. 
 
 
NOTE 9: OPERATING LEASES 
 
The Organization conducts a portion of its operations in leased facilities and uses various leased 
assets in its operations. These leases are non-cancelable operating leases, which expire at various 
dates through fiscal year 2025. 
 
The minimum rental commitments under operating leases are as follows: 
 

Year ending June 30,
2020 501,171$                
2021 457,010                  
2022 414,580                  
2023 352,352                  
2024 357,884                  
2025 209,618                  

       Total 2,292,615$            

 
The amount of rental expenses paid on these leases during fiscal year 2019 and 2018 was 
approximately $582,000 and $550,000, respectively. 
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NOTE 10: PATIENT SERVICE REVENUE 
 
The Organization recognizes patient service revenue associated with services provided to patients 
who have third-party payor coverage on the basis of contractual rates for the services rendered. 
The Organization provides discounted services for clients unable to pay established fees based on 
the sliding fee scale. The sliding fee scale is based on the federal poverty guidelines for family 
annual income and family size. The federal poverty guidelines are updated annually. The fees based 
on the sliding fee scale can be further discounted by documented fee appeals. All clients are 
screened for financial eligibility at the point of entry into the system. Based on the information 
provided and verified, they may be eligible for discounted services. For uninsured patients that do 
not qualify for charity care, the Organization recognizes revenue on the basis of its standard rates 
for services provided or on the basis of discounted rates, if negotiated or provided by policy. On the 
basis of historical experience, a significant portion of the Organization’s uninsured patients will be 
unable or unwilling to pay for the services provided. Thus, the Organization records a provision for 
bad debts related to uninsured patients in the period the services are provided.  
 
Patient service revenue, net of contractual allowances and discounts, but before the provision of 
bad debts, recognized in the period from these major payor sources, is as follows: 
 

For the years ended June 30, 2019 2018
Private Pay 7,908,979$                 7,509,868$                 
Medicaid 28,220,989 29,758,310
Third-Party Insurance 444,250 579,036
Other 930 930
Contractual adjustment (20,730,374)                (21,878,638)                

Total patient service revenue, net 15,844,774$               15,969,506$               

 
The provision for bad debt was $16,174 and $9,722 as of June 30, 2019 and 2018, respectively. 
 
 
NOTE 11: COMMITMENTS 
 
Accrued Expenses 
 
The Organization is insured for employee health benefits up to a total aggregate of approximately 
$2,428,000 for the calendar year 2019 with individual stop loss at $85,000. As of June 30, 2019 and 
2018, the Organization has recorded a liability for claims incurred but not reported, specific large 
claims and tail coverage of approximately $589,000 and $599,000, respectively. 
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NOTE 12: CONTINGENCIES 
 
The Organization has contracted with the Department of Health and Human Services (“HHS”) for 
various construction projects for facilities providing substance abuse and mental health services. 
These grants incorporated conditions, which include restrictions on usage of the property and 
provided a continuing federal interest in the property from the date of occupancy. 
 
Under the Notice of Federal Interest, there are specific options to utilize and/or dispose of the 
property, which include:  

x Lease the property for a health-related purpose, applicable to the grant; 
x Sell the property to an entity that would utilize the facility for a health-related purpose, 

applicable to the grant – the notice of Federal Interest would be transferred to the new 
entity; 

x Sell the property to an entity not for the uses outlined by the grant and refund HHS for their 
investment with the proceeds of the sale; 

x Payback the amount of the funding, which would result in the withdrawal of the Notice of 
Federal Interest. 

 
The Organization received funds from various governmental and public funding agencies that have 
been recorded as revenues. These grants and contracts are subject to audit by the granting 
agencies. 
 
 
NOTE 13: EMPLOYEE RETIREMENT PLANS 
 
The Organization administers its own defined contribution 401(k) plan. The Organization matches 
50% of the employee’s first 6% of compensation. Contributions by the employer to the employee 
retirement plans were $223,006 and $208,928 for the years ended June 30, 2019 and 2018, 
respectively. These contributions are net of forfeitures available in the Plan to be used to offset the 
employer contribution. The forfeitures used in the years ended 2019 and 2018 were $8,244 and 
$7,248, respectively. 
 
The Organization also administers a nonqualified deferred compensation plan for the benefit of 
senior executives and key employees which allows for employer contributions to be made at the 
sole discretion of the Board of Directors. Employer recognized expense to the Plan was $202,500 
and $175,000 for the years ended June 30, 2019 and 2018, respectively. Total cash contributions to 
the Plan for years ended June 30, 2019 and 2018, was $202,500 and $575,000, respectively. The 
total Plan assets as of June 30, 2019 and 2018 were $1,346,937 and $1,123,144, respectively. 
 
In accordance with the Plan provisions, plan assets are accumulating for the benefit of senior 
executives and key employees who have varied vesting dates ranging from 2012 to 2032. The Plan 
assets will remain under the control of the Organization until the Plan assets are distributed to the 
participants in accordance with plan provisions.   
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NOTE 14: CONCENTRATIONS 
 
The Organization is dependent upon grants and fees from federal, state, and local agencies for its 
principal source of funding. Grants received directly from, or passed through the Department of 
Children and Families account for approximately 36% and 35% of total support without donor 
restrictions and revenue for the years ended June 30, 2019 and 2018, respectively and accounts 
receivable of 34% and 37% at June 30, 2019 and 2018, respectively. A significant decline in federal, 
state, or local agency funding could adversely affect the operating results of the Organization. 
 
During the year, the Organization will occasionally have amounts on deposit at financial institutions 
that exceed the FDIC limit. The Organization believes there is no significant risk with respect to 
these deposits. 
 
 
NOTE 15: CHARITY CARE 
 
The amount of charges foregone for services, supplies and costs furnished under the Organization’s 
charity care policy aggregated approximately $7,253,000 and $6,600,000 during the years ended 
June 30, 2019 and 2018, respectively. The Organization provided charity care services through six 
counties during the year ended June30, 2019 and 2018, respectively, in the approximate values of: 
 

County 2019 2018

Pinellas 1,729,000$              1,483,000$           
Lee 2,030,000                1,874,000              
Manatee 974,000                   980,000                 
Pasco 779,000                   921,000                 
Sarasota 782,000                   722,000                 
Hernando 959,000                   619,000                 
   
Total 7,253,000$              6,599,000$           
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NOTE 16: FAIR VALUE MEASUREMENTS 
 
The Organization applies ASC 820, Fair Value Measurements, which establishes a framework for 
measuring fair value and expands disclosures about fair value measurements. That framework 
provides a fair value hierarchy that prioritizes the inputs to valuation techniques used to measure 
fair value. The hierarchy gives the highest priority to unadjusted quoted prices in active markets for 
identical assets (level 1 measurements) and the lowest priority to unobservable inputs (level 3 
measurements). The three levels of the fair value hierarchy under ASC 820 are described as follows:  
 
Level 1: Inputs to the valuation methodology are unadjusted quoted prices for identical assets or 
liabilities in active markets that the Organization has the ability to access. 
 
Level 2: Inputs to the valuation methodology include: 
 

x Quoted prices for similar assets or liabilities in active markets;  
x Quoted prices for identical or similar assets or liabilities in inactive markets;  
x Inputs, other than quoted prices, that are observable for the asset or liability; or 
x Inputs that are derived principally from or corroborated by observable market data by 

correlation or other means 
 
If the asset or liability has a specified (contractual) term, the level 2 input must be observable for 
substantially the full term of the asset.  
 
Level 3: Inputs to the valuation methodology are unobservable and significant to the fair value 
measurement.  
 
The asset’s or liability’s fair value measurement level within the fair value hierarchy is based on the 
lowest level of the input that is significant to the fair value measurement.  
 
Valuation techniques used need to maximize the use of observable inputs and minimize the use of 
unobservable inputs.  
 
Following is a description of the valuation methodologies used for these items, as well as the 
general classification of such items pursuant to the fair value hierarchy of ASC 820:  
 
Money markets:  Valued at the quoted net asset value (NAV) of shares held by the Organization at 
year-end. There are no unfunded commitments within the money markets and in addition there are 
no significant restrictions on the organizations ability to sell investments. 
 
Fixed Income:  Comprised of US Government obligations such as US Treasury Bills and are valued at 
original principal. 
 
Mutual funds:  Valued at the quoted net asset value (NAV) of shares held by the Organization at 
year-end. These funds are required to publish their daily net asset value (NAV) and to transact at 
that price. The mutual funds held by the Organization are deemed to be actively traded. 
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NOTE 16: FAIR VALUE MEASUREMENTS (Continued) 
 
The following tables present the fair value of the investments recorded at fair value on a recurring 
basis, segregated by amount for the appropriate levels within the fair value hierarchy for the years 
ended June 30, 2019 and 2018, respectively: 
 

Description

 Quoted Prices in 
Active Markets 

for Identical 
Assets Level 1 

 Significant 
Other 

Observable 
Inputs Level 2 

 Significant 
Unobservable 
Inputs Level 3 

June 30, 2019
Investments:

Money Markets 1,298,159$      1,298,159$         -$                    -$                     
Fixed Income - US Treasury bills 1,314,432        1,314,432           -                       -                       
Mutual Funds 2,124,239        2,124,239           -                       -                       

Total investments at fair value 4,736,830$      4,736,830$         -$                    -$                     

Cash surrender value of 
life insurance policy 812,512 -                            -                       812,512          

Total assets at fair value 5,549,342$      4,736,830$         -$                    812,512$        

 
 

Description

 Quoted Prices in 
Active Markets 

for Identical 
Assets Level 1 

 Significant 
Other 

Observable 
Inputs Level 2 

 Significant 
Unobservable 
Inputs Level 3 

June 30, 2018
Investments:

Money Markets 1,162,989$      1,162,989$         -$                    -$                     
Mutual Funds 1,978,730        1,978,730           -                       -                       

Total investments at fair value 3,141,719$      3,141,719$         -$                    -$                     

Cash surrender value of 
life insurance policy 766,088 -                            -                       766,088          

Total assets at fair value 3,907,807$      3,141,719$         -$                    766,088$        
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NOTE 17: INVESTMENTS 
 
Marketable securities and Rabbi Trust investments are recorded at market value and are 
summarized as follows: 
 

June 30,

Cost Market Cost Market

Money Market Funds 1,298,158$     1,298,158$     1,162,989$     1,162,989$     
Treasury bills 1,314,432       1,314,432       -                       -                       
Mutual Funds 2,083,799       2,124,240       1,910,500       1,978,730       

Total 4,696,389$     4,736,830$     3,073,489$     3,141,719$     

2019 2018

 
 
NOTE 18: INVESTMENT IN JOINT VENTURES 
 
During the June 30, 2010 fiscal year, Operation PAR, Inc. and Boley Centers, Inc. formed a Florida 
corporation named Solutions for Administrative Services, Inc. (SAS). SAS has been designated as a 
taxable not-for-profit entity by the Internal Revenue Service. Operation Par, Inc. is a 50% member. 
Summarized financial information for SAS as of June 30, 2019 and 2018, respectively is as follows: 
 

2019 2018

Total assets 699,649$        704,822$        
Total liabilities -                       -                       
Net assets 699,649          704,822           

Net income (loss) (5,173)             (5,028)              

 
Amounts due to SAS as of June 30, 2019 and 2018 were $97,067 and $66,373, respectively. 
Operation PAR’s share of the operating income (loss) of SAS for the years ended June 30, 2019 and 
2018 were ($2,587) and ($2,523), respectively, and was accounted for under the equity method of 
accounting. Included in the operating expenses of SAS is approximately $33,000 and $38,000 of 
shared computer software and administrative operating costs paid by Operation PAR, Inc. to SAS for 
the years ended June 30, 2019 and 2018, respectively.  
 
During the fiscal year 2017, Operation PAR, Inc. formed a Florida not-for-profit corporation named 
Human Trust, Inc. with three other non-profit agencies. During fiscal year 2019, one owner 
withdrew and transferred its balance to the remaining three owners. Operation PAR, Inc. is a 
33.33% owner at June 30, 2019. The purpose of the corporation is to provide a referral network of 
evidence-based, non-profit treatment programs for the private market. 
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NOTE 18: INVESTMENT IN JOINT VENTURES (Continued) 
 
Operation PAR, Inc. has $5,000 invested for the years ended June 30, 2019 and 2018, respectively 
and their share of the operating losses of the Human Trust, Inc., for the years ended June 30, 2019 
and 2018 were ($1,206) and ($3,503) respectively, and was accounted for under the equity method 
of accounting. 
 
 
NOTE 19: RELATED PARTY TRANSACTIONS 
 
Boley-PAR, Inc. provides management and other administrative services to its members under a 
management services agreement. The services provided under this agreement include access 
center, medical records, human resources, finance/accounting, electronic health record (EHR) 
development/management, information technology, property management and support services. 
The services are provided by staff that is leased from each member agency under a leased 
employee agreement. The employee leasing costs are based on actual compensation and benefits. 
 
During the fiscal year ended June 30, 2019 and 2018, the Organization provided employee leasing 
costs of $2,868,940 and $2,930,447 to Boley-PAR, Inc., respectively, and accrued a management fee 
of $2,900,655 and $2,937,113 to Boley-PAR, Inc., respectively, for management/administrative 
services received during the year. 
 
Included in Boley-Par, Inc. is approximately $260,000 and $249,000 of shared computer software 
and administrative operating costs paid by Operation PAR, Inc. to Boley-Par, Inc. for the years 
ended June 30, 2019 and 2018, respectively. 
 
Certain staff are shared with members of Boley-PAR, Inc. During the year ended June 30, 2019 and 
2018, a total of $431,776 and $344,777, respectively, in shared staff costs are listed on the 
Statement of Functional Expenses. 
 
The Organization paid insurance premiums in 2019 and 2018 of approximately $500,000 to an 
insurance brokerage firm who employs a member of the Organization’s Board of Directors. The 
Organization follows the procurement policy of obtaining competitive bids for Insurance and the 
board member does not participate in this process of approving the renewal of insurance policies. 
 
 
NOTE 20: SUBSEQUENT EVENTS 
 
Management of the Organization evaluated all events or transactions that occurred after June 30, 
2019 through November 5, 2019 the date the financial statements were available to be issued. The 
Organization signed a Purchase and Sale Agreement with a potential buyer for property that was 
partially developed with grants, see Note 12. This will result in a decrease in net assets of $1.9 
million due to the transfer of the federal interest.  
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CFDA AMOUNT

FEDERAL/STATE GRANTOR CSFA CONTRACT PROVIDED TO
PASS-THROUGH GRANTOR/PROGRAM TITLE NUMBER NUMBER EXPENDITURES SUBRECIPIENTS

FEDERAL AWARDS

U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES
FLORIDA DEPARTMENT OF CHILDREN AND FAMILIES
Passed through Central Florida Behavioral Health Network:
   Alcohol, Drug Abuse and Mental Health Services:
     Block Grants for Prevention and Treatment of Substance Abuse 93.959 QB034 7,940,656$       -$                  
Passed through Central Florida Behavioral Health Network:
   Directions for Living, Inc. - Family Intensive Treatment (FIT):
     Block Grants for Prevention and Treatment of Substance Abuse 93.959 N/A 89,192 -                    
Passed through Lutheran Services, dba LSF Health Systems:
     Block Grants for Prevention and Treatment of Substance Abuse 93.959 LS056 71,453 -                    
Passed through Florida Alcohol and Drug Abuse Association - Vivitrol:
     Block Grants for Prevention and Treatment of Substance Abuse 93.959 FADAA MOA 312,424 -                    
Total CFDA #93.959 - Block Grants for Prevention and Treatment of Substance Abuse 8,413,725 -                    

TANF Cluster:
Passed through Central Florida Behavioral Health Network:
   Alcohol, Drug Abuse and Mental Health Services:
     Temporary Assistance for Needy Families 93.558 QB034 369,850            -                    
Passed through Eckerd Community Alternatives:
   Directions for Living, Inc.:
     Temporary Assistance for Needy Families 93.558 DFL-PAR-FY19 42,273              -                    
Total CFDA #93.558 - Temporary Assistance for Needy Families
Total TANF Cluster 412,123            -                    

Passed through Central Florida Behavioral Health Network:
   Alcohol, Drug Abuse and Mental Health Services:
     Opioid State Targeted Response 93.788 QB034 2,764,193         -                    
Passed through Central Florida Behavioral Health Network:
     Opioid STR Hospital-Based Pilot 93.788 RD034 49,446              -                    
Passed through Lutheran Services, dba LSF Health Systems:
     Opioid State Targeted Response 93.788 LS056 626,822            -                    
Passed through Florida Alcohol and Drug Abuse Association - Vivitrol:
     Opioid State Targeted Response 93.788 FADAA MOA 181,800 -                    
Total CFDA #93.788 - Opioid State Targeted Response 3,622,261         -                    

Passed through Central Florida Behavioral Health Network:
   Alcohol, Drug Abuse and Mental Health Services:
     Block Grants for Community Mental Health Services 93.958 QB034 11,408              -                    
Total CFDA #93.958 - Block Grants for Community Mental Health Services 11,408              -                    

Passed through Pinellas County - Cooperative Agreement to Benefit Homeless:
   Individuals (CABHI):
     Substance Abuse and Mental Health Services - Projects of Regional and 
     National Significance 93.243

5H79SM063331-02 
5H79SM063331-03 245,837 -                    

Total CFDA #93.243 - Substance Abuse and Mental Health Services - Projects of 
Regional and National Significance 245,837            -                    
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CFDA AMOUNT

FEDERAL/STATE GRANTOR CSFA CONTRACT PROVIDED TO
PASS-THROUGH GRANTOR/PROGRAM TITLE NUMBER NUMBER EXPENDITURES SUBRECIPIENTS

Health Centers Cluster:
Passed through Pinellas County - Substance Abuse Service Expansion Grant (SASE) and 
AIMS Supplemental Grant:
     Health Center Program (Community Health Centers, Migrant Health
     Centers, Health Care for the Homeless, and Public Housing Primary Care) 93.224

5H80CS00024-17-00
2H80CS00024-18-00 439,506            -                    

Pinellas County - Expanding Access to Quality Substance Use Disorder and 
Mental Health Services (SUD-MH)
     Health Center Program (Community Health Centers, Migrant Health
     Centers, Health Care for the Homeless, and Public Housing Primary Care) 93.224 3H80CS00024-17-05 8,620                 
Total CFDA #93.224 - Health Center Program (Community Health Centers, Migrant 
Health Centers, Health Care for the Homeless, and Public Housing Primary Care) 448,126            -                    

Passed through Community Health Centers of Pinellas, Inc.:
     Affordable Care Act (ACA) Grants for New and Expanded Services under the Health
     Center Program 93.527 N/A 4,838                 -                    
Total CFDA #93.527 -Affordable Care Act (ACA) Grants for New and Expanded Services 
under the Health Center Program 4,838                 -                    

Total Health Centers Cluster 452,964            -                    

TOTAL EXPENDITURES OF FEDERAL AWARDS 13,158,318 -                    

STATE FINANCIAL ASSISTANCE

FLORIDA DEPARTMENT OF CHILDREN AND FAMILIES
Passed through Department of Children and Families:
     Criminal Justice, Mental Health, and Substance Abuse Reinvestment 
     Grant Program 60.115 LH319 251,824$          65,658$            
Total CFSA #60.115 - Criminal Justice, Mental Health, and Substance Abuse 
Reinvestment Grant Program 251,824 65,658

Passed through State of Florida, Office of State Courts Administrator (OSCA):      
   Florida Alcohol and Drug Abuse Association:
     Naltrexone 22.022 FADAA OSCA MOA 182,466
Total CFSA #22.022 - Naltrexone 182,466 -                    

TOTAL EXPENDITURES OF STATE FINANCIAL ASSISTANCE 434,290 65,658

TOTAL EXPENDITURES OF FEDERAL AWARDS AND STATE FINANCIAL ASSISTANCE 13,592,608$    65,658$            
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NOTE 1: BASIS OF PRESENTATION 
 
The accompanying schedule of expenditures of federal awards and state financial assistance (the 
“Schedule”) includes the federal and state grant activity of Operation PAR, Inc. under programs of 
the federal and state government for the year ended June 30, 2019. The information in this 
schedule is presented in accordance with the requirement of Title 2 U.S. Code of Federal 
Regulations (CFR) Part 200, Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards. Because the schedule presents only a selected portion of the 
operations of Operation PAR, Inc. it is not intended to and does not present the financial position, 
changes in net assets or cash flows of Operation PAR, Inc.   
 
 
NOTE 2: SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES 
 
Expenditures reported on the Schedule are reported based on the accrual basis of accounting. Such 
expenditures are recognized following the cost principles, wherein certain types of expenditures are 
not allowable or are limited as to reimbursement. 
 
The Organization has elected to not use the 10% de Minimis Indirect Cost Rate.  
 
The Organizations’ federal awards do not have any loans or loan guarantees. 
 
The Organization did not receive any federal non-cash assistance for the fiscal year ended June 30, 
2019. 
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INDEPENDENT AUDITORS’ REPORT ON INTERNAL CONTROL 
OVER FINANCIAL REPORTING AND ON COMPLIANCE AND 
OTHER MATTERS BASED ON AN AUDIT OF FINANCIAL 
STATEMENTS PERFORMED IN ACCORDANCE WITH 
GOVERNMENT AUDITING STANDARDS 
 
To the Board of Directors 
Operation PAR, Inc. 
Pinellas Park, Florida 
 
We have audited, in accordance with the auditing standards generally accepted in the United States 
of America and the standards applicable to financial audits contained in Government Auditing 
Standards issued by the Comptroller General of the United States the financial statements of 
Operation PAR, Inc. (a nonprofit organization), which comprise the statement of financial position 
as of June 30, 2019, and the related statements of activities, functional expenses, and cash flows for 
the year then ended, and the related notes to the financial statements, and have issued our report 
thereon dated November 5, 2019. 
 
Internal Control over Financial Reporting  
 
In planning and performing our audit of the financial statements, we considered Operation PAR, 
Inc.’s internal control over financial reporting (internal control) to determine the audit procedures 
that are appropriate in the circumstances for the purpose of expressing our opinion on the financial 
statements, but not for the purpose of expressing an opinion on the effectiveness of Operation 
PAR, Inc.’s internal control. Accordingly, we do not express an opinion on the effectiveness of the 
Operation PAR, Inc.’s internal control. 
 
A deficiency in internal control exists when the design or operation of a control does not allow 
management or employees, in the normal course of performing their assigned functions, to 
prevent, or detect and correct, misstatements, on a timely basis. A material weakness is a 
deficiency, or a combination of deficiencies, in internal control, such that there is a reasonable 
possibility that a material misstatement of the entity’s financial statements will not be prevented, 
or detected and corrected, on a timely basis. A significant deficiency is a deficiency, or a 
combination of deficiencies, in internal control that is less severe than a material weakness, yet 
important enough to merit attention by those charged with governance.  
 
Our consideration of internal control was for the limited purpose described in the first paragraph of 
this section and was not designed to identify all deficiencies in internal control that might be 
material weaknesses or significant deficiencies. Given these limitations, during our audit we did not 
identify any deficiencies in internal control that we consider to be material weaknesses. However, 
material weaknesses may exist that have not been identified. 
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Compliance and Other Matters  
 
As part of obtaining reasonable assurance about whether Operation PAR, Inc.’s financial statements 
are free from material misstatement, we performed tests of its compliance with certain provisions 
of laws, regulations, contracts, and grant agreements, noncompliance with which could have a 
direct and material effect on the determination of financial statement amounts. However, providing 
an opinion on compliance with those provisions was not an objective of our audit, and accordingly, 
we do not express such an opinion. The results of our tests disclosed no instances of noncompliance 
or other matters that are required to be reported under Government Auditing Standards. 
 
Purpose of this Report  
 
The purpose of this report is solely to describe the scope of our testing of internal control and 
compliance and the results of that testing, and not to provide an opinion on the effectiveness of the 
organization’s internal control or on compliance. This report is an integral part of an audit 
performed in accordance with Government Auditing Standards in considering the organization’s 
internal control and compliance. Accordingly, this communication is not suitable for any other 
purpose. 

 
CARR, RIGGS & INGRAM, LLC 

Tampa, Florida 
November 5, 2019 
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INDEPENDENT AUDITORS’ REPORT ON COMPLIANCE 
FOR EACH MAJOR FEDERAL PROGRAM AND ON 
INTERNAL CONTROL OVER COMPLIANCE  
REQUIRED BY THE UNIFORM GUIDANCE 
 
To the Board of Directors 
Operation PAR, Inc. 
Pinellas Park, Florida 

Report on Compliance for Each Major Federal Program  

We have audited Operation PAR, Inc.’s compliance with the types of compliance requirements 
described in the OMB Compliance Supplement that could have a direct and material effect on each 
of Operation PAR, Inc.’s major federal programs for the year ended June 30, 2019. Operation PAR, 
Inc.’s major federal programs are identified in the summary of auditor’s results section of the 
accompanying schedule of findings and questioned costs. 

Management’s Responsibility 

Management is responsible for compliance with federal statutes, regulations, and the terms and 
conditions of its federal awards applicable to its federal programs. 

Auditor’s Responsibility 

Our responsibility is to express an opinion on compliance for each of Operation PAR, Inc.’s major 
federal programs based on our audit of the types of compliance requirements referred to above. 
We conducted our audit of compliance in accordance with auditing standards generally accepted in 
the United States of America; the standards applicable to financial audits contained in Government 
Auditing Standards, issued by the Comptroller General of the United States; the audit requirements 
of Title 2 U.S. Code of Federal Regulations Part 200, Uniform Administrative Requirements, Cost 
Principles, and Audit Requirements for Federal Awards (Uniform Guidance). Those standards and 
the Uniform Guidance require that we plan and perform the audit to obtain reasonable assurance 
about whether noncompliance with the types of compliance requirements referred to above that 
could have a direct and material effect on a major federal program occurred. An audit includes 
examining, on a test basis, evidence about Operation PAR, Inc.’s compliance with those 
requirements and performing such other procedures as we considered necessary in the 
circumstances. 

We believe that our audit provides a reasonable basis for our opinion on compliance for each major 
federal program. However, our audit does not provide a legal determination of Operation PAR, 
Inc.’s compliance. 

Opinion on Each Major Federal Program 

In our opinion, Operation PAR, Inc. complied, in all material respects, with the types of compliance 
requirements referred to above that could have a direct and material effect on each of its major 
federal programs for the year ended June 30, 2019.  
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Report on Internal Control over Compliance  

Management of Operation PAR, Inc. is responsible for establishing and maintaining effective 
internal control over compliance with the types of compliance requirements referred to above. In 
planning and performing our audit of compliance, we considered Operation PAR, Inc.’s internal 
control over compliance with the types of requirements that could have a direct and material effect 
on each major federal program to determine the auditing procedures that are appropriate in the 
circumstances for the purpose of expressing an opinion on compliance for each major federal 
program and to test and report on internal control over compliance in accordance with the Uniform 
Guidance, but not for the purpose of expressing an opinion on the effectiveness of internal control 
over compliance. Accordingly, we do not express an opinion on the effectiveness of Operation PAR, 
Inc.’s internal control over compliance. 

A deficiency in internal control over compliance exists when the design or operation of a control 
over compliance does not allow management or employees, in the normal course of performing 
their assigned functions, to prevent, or detect and correct, noncompliance with a type of 
compliance requirement of a federal program on a timely basis. A material weakness in internal 
control over compliance is a deficiency, or a combination of deficiencies, in internal control over 
compliance, such that there is a reasonable possibility that material noncompliance with a type of 
compliance requirement of a federal program will not be prevented, or detected and corrected, on 
a timely basis. A significant deficiency in internal control over compliance is a deficiency, or a 
combination of deficiencies, in internal control over compliance with a type of compliance 
requirement of a federal program that is less severe than a material weakness in internal control 
over compliance, yet important enough to merit attention by those charged with governance. 

Our consideration of internal control over compliance was for the limited purpose described in the 
first paragraph of this section and was not designed to identify all deficiencies in internal control 
over compliance that might be material weaknesses or significant deficiencies and therefore, 
material weaknesses or significant deficiencies may exist that have not been identified. We did not 
identify any deficiencies in internal control over compliance that we consider to be material 
weaknesses. However, material weaknesses may exist that have not been identified.  

The purpose of this report on internal control over compliance is solely to describe the scope of our 
testing of internal control over compliance and the results of that testing based on the 
requirements of the Uniform Guidance. Accordingly, this report is not suitable for any other 
purpose. 

 
CARR, RIGGS & INGRAM, LLC 

Tampa, Florida 
November 5, 2019 
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SECTION I – SUMMARY OF AUDITORS’ RESULTS 
 
Financial Statements: 
 

1. Type of auditors’ report issued   Unmodified 
 

2. Internal control over financial reporting: 
 

a. Material weaknesses identified?   None 
 
b. Significant deficiencies identified not considered to be material weaknesses? None reported 

 
c. Noncompliance material to the financial statements noted?  None 
 
 

Federal Awards: 
 

1. Type of auditors’ report issued on compliance for major programs  Unmodified 
 

2. Internal control over major programs: 
 

a. Material weaknesses identified?  None 
 
b. Significant deficiencies identified not considered to be material weaknesses? None reported 
 

3. Any audit findings disclosed that are required to be reported in 
accordance with 2CFR section 200.516(a)?  None 

 
4. Identification of major programs: 

 
                            CFDA 
                         Number               Federal Program  
  
                           93.959                             Block Grant for Prevention and Treatment of Substance Abuse 
   

5. Dollar threshold used to distinguish between type A and type B programs:  $750,000 
 

6. Auditee qualified as low-risk auditee under 2 CFR 200.520?  Yes 
 
 
 
 
 
  



Operation PAR, Inc. 
Schedule of Findings and Questioned Costs 

 

- 33 - 

SECTION II – FINANCIAL STATEMENT FINDINGS 
  
None noted 
 
 
SECTION III – FEDERAL AWARD FINDINGS 
  
None noted 
 
 
SECTION IV – SUMMARY OF PRIOR YEAR AUDIT FINDINGS 
 
Audit Report 
and Schedule 
Paragraph 

Program Area Description Status Comments 

2018-001 Opioid State 
Targeted Response 
(CFDA No. 93.788) 

The entity did not 
implement internal control 
over the procurement 
compliance requirement to 
verify vendors are not 
suspended or debarred or 
otherwise excluded from 
participating in the 
transaction prior to 
contracting. 

Corrected Operation PAR, Inc. 
implemented corrective 
action plan, including revised 
purchasing policies and 
procedures to include 
suspension and debarment 
section and implemented 
internal controls to ensure 
vendor verifications are 
performed prior to 
contracting with vendors and 
the entity is in compliance 
with federal requirements.  
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Chapter I 
 
I-I Policy Statement 
 
The purpose of an Emergency Action Plan is to assist employees, individuals served and 
management in making educated decisions during times of crisis. Operation PAR, Inc. 
recognizes no Emergency Plan can be all-inclusive.  This Plan is simply a resource tool to 
provide guidance in determining appropriate actions to take to try to prevent injury and property 
loss due to emergency situations. 
 
In the event of an emergency, individuals shall be permitted to do whatever is reasonably 
possible to save the life of a client, staff or visitor, or to save any person from serious harm. 
Such individuals shall promptly yield such care to more qualified individuals as help becomes 
available. 
 
The plan will also assist agency, facility, and program management in maintaining survivability 
of client services provided by Operation PAR, Inc. in the event of an incident impacting upon a 
facility or facilities. 
 
I-2 Scope of Plan 
 
It is Operation PAR, Inc.’s intent to attempt to prevent foreseeable emergency situations that 
might impact the safety of employees, clients and visitors through the implementation of a 
facility safety and health program and the regular training of personnel in emergency 
procedures. It is recognized that emergency situations are not totally preventable. Therefore, 
this Plan has been developed to achieve the following objective: 
 
To provide employees and clients with procedures to follow during emergency situations, 
including evacuation procedures. 
 
This Plan is the emergency action guide for employees of Operation PAR, Inc. in the event of an 
emergency. This Plan is divided into separate action guides based on the nature of the 
emergency: Emergency Medical Situations, Fires, Natural Emergencies, Utility Failures, and 
Violent or Threatening Situations.  While no plan can take into consideration all possible 
emergency situations, the guidelines included in this Plan should assist employees in making 
educated response decisions. Staff is also encouraged to have their own individual family 
emergency plans. 
 
 
 
 



POLICY and PROCEDURE 
 

Policy Name  Emergency Action Plan 
Version Number 2 
Date Reviewed 08/17/2020 
 
 

Page 6 of 77 

I-3 Legal Compliance 
 
This plan shall comply with Federal, State and local government agency regulations, as well as 
the requirements of funding and accrediting agencies with jurisdiction relating to services 
provided by Operation PAR, Inc. 
 
The Plan will be revised to include regulation changes as often as necessary.  Plan updates will 
be completed as described in the Plan Updating Procedures outlined in Chapter I-6. 
 
I-4 Authority Statement 
 
The administration of Operation PAR, Inc. recognizes that during emergency situations, special 
procedures must be followed to control and mitigate an emergency. Therefore, the 
administration, by the acceptance of this Emergency Action Plan, grants authority to those 
responsible individuals and/or positions named or unnamed in the Plan to implement and carry 
out the Plan until the emergency situation has abated. 
 
Individuals authorized to respond to emergency situations shall be trained in those procedures 
and emergency techniques such as evacuation, first aid, use of fire extinguishers and other 
areas as determined by their duties and responsibilities. 
 
When at all possible, the supervisor and/or Area Safety Coordinator will take the lead in 
emergency response, but all employees of the Agency have the authority and responsibility to 
implement the Plan if present during an emergency situation.    
 
I-5 Plan Distribution 
 
The Emergency Action Plan shall be available to employees for easy review electronically on 
Operation PAR’s shared directory. The master copy will be maintained by the Performance 
Improvement Department in accordance with Operation PAR policy and procedure.   
 
I-5.1 Plan Information and Contact Person 
 
Operation PAR’s Emergency Action Plan is posted and available to all employees electronically 
on the company’s shared directory. Information concerning the Plan can also be obtained from 
Program Managers, Department Supervisors, Area Safety Coordinators, and the Risk 
Management & Safety DirectorDepartment. 
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I-6 Plan Updating Procedures 
 
The Emergency Action Plan will be reviewed at least annually. Operation PAR, Inc.’s Risk 
Management & Safety Director Department will implement changes to the Plan. 
 
I-6.1 Revision Notation 
 
When revisions are made to the Plan, notification and description of the revisions 
will be provided to the Area Safety Coordinators and program supervisors  
for review with program staff.    
 
I-7 Plan Training 
 
To maximize effectiveness of response during facility emergencies, a training program shall be 
provided to employees. The objective of the training program shall be to: 
 

1. Educate employees as to their roles and responsibilities concerning the Plan. 
 

2. Educate employees as to the Plan’s procedures to effect a safe response to facility 
emergency situations. 

 
3. Educate employees as to procedures to effect a safe and expedient evacuation of 

a facility, or part of a facility, impacted by an emergency situation. 
 
I-7.1 Training Program 
 
The following is the general training program for Operation PAR employees, clients, and 
contract employees. 
 
I-7.1.1 Employees 
 
Employees will receive initial training during new employment orientation and facility specific 
orientation within 30 days of entering the workplace.  When employees change areas or 
departments in which they work, they will receive facility specific training on how the Plan will 
work for their new area by their department supervisor and/or Area Safety Coordinator. An 
annual training and post test reinforce the elements of the Plan. Employees also receive training 
in the elements of the Plan on a continuing basis through participation in emergency drills and 
facility safety meetings. 
 
Area Safety Coordinators will receive additional training on the specific duties, actions, and 
responsibilities of their position during emergency situations identified in this Plan. 



POLICY and PROCEDURE 
 

Policy Name  Emergency Action Plan 
Version Number 2 
Date Reviewed 08/17/2020 
 
 

Page 8 of 77 

I-7.1.2 Clients 
 
Clients shall receive instruction from staff on their responsibilities during an emergency situation 
or drill. Client instruction will generally be limited to the actions to take upon discovery of an 
emergency situation, proper notifications, specific emergency appropriate responses, and 
evacuation.  
 
I-7.1.3 Contract Employees and Volunteers 
 
Contract employees and volunteers, if working on Operation PAR property routinely and 
regularly, shall be informed of the Plan procedures and their responsibility as it relates to the 
Plan and of specific evacuation procedures for the area(s) in which they will be working. 
    
I-8  Plan Drills and Exercises 
 
Emergency drills are conducted to reinforce the expected response of individuals in different 
emergency scenarios and to evaluate the Plan’s effectiveness under different conditions. 
 
I-8.1 Frequency of Drills/Exercise 
 
Emergency drills will be conducted at least monthly. Specific areas to be evaluated during drills 
will include: 
 

1. Proper operation of alarm and/or public address systems, if applicable. 
2. Procedures for evacuation of personnel, clients and visitors. 
3. Employee and client adherence to Plan procedures. 

 
I-8.2 Exercise Documentation 
 
All drills and exercises of the Plan will be documented indicating the results of the exercise, 
problems encountered during the drill and recommendations for improvement, if applicable.  The 
Area Safety Coordinator will complete a “Drill/Test Report Form” to be reviewed and approved 
by the program/facility manager and forwarded to the Risk Management and Safety 
Department. At least quarterly, the Safety Department shall submit a report evaluating drill 
compliance to the Risk Management & Safety Committee. 
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Chapter II 
 
General Information 
 
II-1 Operation 
 
There are no unusual or special operations conducted at any facility of Operation PAR, Inc. that 
would place any component of the agency in a high-risk category for an emergency situation.   
 
II-2 Emergency Recognition and Prevention 
 
Facility employees, contract employees, and clients will be instructed in the preferred response 
to emergency conditions through the use of employee and client orientations, regularly 
scheduled safety meetings, training programs, and the implementation of safety procedures. 
Employees and clients are instructed in the steps to take to prevent facility emergency 
situations, recommended response if they discover an emergency, and actions to take during an 
emergency situation.   
 
II-2.1 Fire Prevention 
 
The following will outline specific procedures that shall be addressed by each facility to minimize 
the occurrence and impact from a fire emergency. Although, there are no unusual fire hazards 
present at any of Operation PAR, Inc.'s facilities, housekeeping procedures, storage practices, 
egress routes, emergency lighting and life safety equipment are routinely monitored and 
inspected. 
 
Operation PAR, Inc. is committed to preventing the occurrence of fires and situations that may 
result in fires at any of its facilities. 
 
Fire prevention is the responsibility of all facility personnel. Supervisors will continually monitor 
employees for compliance with safe practices to minimize the hazard of fire. Employees will 
check their work areas on a daily basis for fire prevention problems and report any problems 
promptly to their supervisor or Area Safety Coordinator for corrective actions. 
 
Fire protection equipment will be inspected by each Area Safety Coordinator or designee per 
schedule. Results of the inspection and corrective actions for noted deficiencies will be recorded 
on the Facility Safety Checklist and forwarded to the Risk Management and Safety Department 
after the Program/Facility Manager has reviewed and approved the documentation. The Risk 
Management and Safety Department will review the documentation monthly and present 
findings at least quarterly to the Risk Management & Safety Committee. 
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1. Equipment to be inspected will include: 
a) Fire extinguishers 
b) Smoke detectors (where applicable) 
c) Fire alarm (where applicable) 
d) Emergency lighting 
e) Illuminated exit signs 

 
2. Areas to be inspected include: 

a) Fire exits to be unlocked and free of obstructions 
b) Housekeeping  
c) Proper storage and labeling of flammable/combustible materials  
d) Electrical rooms and fire panels to be easily accessible and free of obstructions 

 
II-3 Organization and Personnel Responsibilities 
 
During an emergency situation the Area Safety Coordinator or designee shall have the 
responsibility of overseeing that appropriate actions are taken to maintain the safety of 
employees, clients, and visitors to Operation PAR, Inc. Administration grants the Area Safety 
Coordinator the authority to carry out those tasks and functions as identified in the Plan to 
provide for the safety of personnel, clients, and visitors. In the event the Area Safety Coordinator 
is not available, the program/facility manager or designee will assume the responsibilities of the 
Area Safety Coordinator. 
 
II-3.1 Key Facility Personnel and Phone Numbers 
 
Each facility shall maintain a current list of phone numbers (including facility, home, and cellular) 
for facility and agency personnel that may be needed during a facility emergency.   
 
II-3.2 Emergency Services 
 
Operation PAR maintains a list of phone numbers for professional emergency response 
services (police, 911, poison control, etc.) and utility and equipment repair services to be utilized 
in emergency situations.   
 
See Attachment II – PAR Emergency Services Call Lists 
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II-4 Media Relations Policy 
 
Operation PAR, Inc. recognizes that it is essential that accurate and factual information 
concerning an emergency situation involving the agency be relayed to the news media. In the 
event of an emergency involving an Operation PAR, Inc. facility, all requests from the media 
shall be directed to the Chief Operating Officer or designee. At no time is any Operation PAR, 
Inc. employee to engage in contact with any person representing the media without express 
CEO/COO authorization. 
 
II-5 Emergency Alerting Procedures 
 
In order to provide for the safety of employees, clients, and visitors, it is essential that early 
warning of emergency situations be made so that evacuation procedures can be implemented 
and emergency response organizations notified of the situation.   
 
Emergency alerting procedures and equipment shall be tested as required by external entities 
and as part of Operation PAR’s safety inspections and drills.   
 
II-5.1 Notification for Small Area Specific Incidents 
 
Incidents such as medical emergencies will generally not require the notification of the entire 
facility. 
 
The telephone will be the preferred means of communicating such emergencies to emergency 
service organizations and Operation PAR employees with a need to know. 
 
A runner sent to deliver verbal notification of the situation will be the secondary means of 
emergency notification if no telephone is available or functional. 
 
II-5.2 Notification of a Serious or Facility Wide Emergency Situation 
 
It is critical that prompt warning of an emergency situation be communicated to personnel and 
emergency service organizations.  
 
Activation of the fire alarm system is the preferred means of notification of a facility wide 
emergency such as a fire or explosion to emergency service organizations and Operation PAR 
employees, clients and visitors.   
 
In facilities without a monitored fire system, an air horn or bull horn will be used as the signal to 
notify employees, clients and visitors to immediately begin evacuation of the premises. 
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Emergency services will be notified of the emergency by telephone from an area not involved in 
the emergency situation. 
 
For notification of non-fire related emergencies, the public address system will be used to relay 
warnings, codes and information to individuals in the facility. Emergency Services, if necessary, 
will be notified of the emergency by telephone from an area not involved in the emergency 
situation. 
 
II-6 Evacuation  
 
Evacuation of employees, clients and visitors from a facility is of the utmost importance. Many 
emergency situations will require the evacuation of all or part of the facility.   
 
II-6.1 Management Responsibility 
 
The administration of Operation PAR, Inc. has the responsibility to maintain a safe workplace for 
its personnel, clients, and visitors to its facilities.  Each supervisor and employee has a 
responsibility to facilitate the evacuation of personnel, clients, and visitors in a timely and safe 
manner from the facility during an emergency situation, and to assist in accounting for 
individuals following the evacuation. The following will outline the responsibilities of each level of 
facility management and the expectation of clients during an evacuation: 
 
II-6.1.1 Area Safety Coordinator (or designee) 
 

1. Shall train facility employees and contract personnel in recommended evacuation 
methods through facility safety orientation and evacuation drills. 

2. Shall provide prompt notification to the affected area or facility when an 
emergency situation is encountered. 

 
3. Shall assist the supervisor in accounting for facility personnel, clients, and visitor 

following an evacuation 
 

4. Shall report the status of the evacuation to Emergency Services upon their arrival. 
 
II-6.1.2 Supervisors 
 

1. Shall be familiar with the requirements of the Plan and their responsibilities during 
an evacuation. 
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2. Shall provide training for the personnel assigned to their area(s) in the 
requirements of the Plan as it relates to them and procedures to follow during an 
evacuation. 

 
3. Shall evaluate and provide for special evacuation needs or assistance of 

individuals in their area(s). 
 

4. Shall account for individuals in their areas following an evacuation and report this 
information to the Area Safety Coordinator or designee. 

 
II-6.1.3 Employees 
 

1. Shall be familiar with their responsibilities during evacuation of their assigned work  
  area(s). 
 

2. Shall assist department supervisors and Area Safety Coordinators in the 
evacuation of other employees, clients and visitors to a safe area. 

 
II-6.1.4 Clients (Residential and Inpatient) 
 

1. Shall be familiar with evacuation signals and their meaning. 
 

2. Shall be knowledgeable of the locations of emergency exits and the evacuation 
meeting point. 

 
3. Shall evacuate quickly during an emergency or drill. 

 
4. Shall follow the instructions of their counselor or other Operation PAR, Inc. 

employee. 
 

5. Shall not go back into an evacuated building until instructed to do so by their 
counselor or other Operation PAR, Inc. employee. 
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Chapter IV 
 
Emergency Procedures 
 
The following materials are instructions for facility personnel on preferred actions to be taken in 
emergency situations to maintain personal safety and the safety of other individuals, and to 
assist management efforts to control emergency situations. 
 
IV-1 Emergency Medical Situations 
 

1. Personal Medical Emergencies 
2. Injured or Ill persons 
3. Biomedical Spills 
4. Hazardous Materials/Chemical Leaks 
5. Nuclear Power Plant Accidents 
6. Epidemic and Pandemic Outbreaks 

 
IV-2 Fires. 
 

1. Structure Fires 
2. Forest Fires 
3. Airplane Crashes 

 
IV-3 Natural Emergencies 
 

1. Storms/Tornadoes 
2. Floods/High Water Conditions 
3. Hurricanes 
4. Sinkholes 

 
IV-4 Utility Failures 
 

1. Power  
2. Water  
3. Gas 
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IV-5 Violent/Threatening Situations 
 

1. Aggressive Behavior 
2. Armed or Dangerous Person In Vicinity/On Property 
3. Armed  Person in Building 
4. Infant/Child Abductions 
5. Bomb Threats 
6. Suspicious Mailings 
7. Terrorist Violence 
8. Biological/Chemical/Radiological Attacks 
9. Public Demonstrations 

10. Rioting/Looting 
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IV-1 Emergency Medical Situations 
 
When someone becomes ill or injured, there is a short period of time before emergency medical 
assistance arrives. The following are guidelines for employees when responding to medical 
emergencies to initiate notification of proper authorities and reduce the wait time before medical 
assistance arrives. 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

  
 

2. Call 911 for an AMBULANCE.  (Remember to dial access number(s) for an 
outside line.) 

 
3. Be prepared to give the following information to the 911 operator: 

 
a) FACILITY ADDRESS and location of victim.  (Be specific. Provide details about 

address, where to enter the facility/building and where the victim is located.) 
 

b) NATURE of the emergency (e.g. difficulty breathing, chest pain, leg injury, etc.) 
 

c) TELEPHONE number of facility you are calling from or return contact number. 
Be sure to include area code and extension if applicable. 

 
d) YOUR name and the name of the facility again. 

 
4. BE prepared to stay on the line with the 911 operator. 
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5. If available, send another employee to the main entrance to flag the emergency 
vehicle into the parking lot and nearest entrance to assist the emergency response 
unit in locating the emergency in the shortest amount of time. 

 
6.  If you have specific allergies or medical condition, it is advisable to tell your 

supervisor. 
 

7.  Prevention is the best approach!  If you feel ill or have injured yourself, notify a co-
worker and seek medical attention immediately before it becomes an emergency. 

 
IV-1.2 Injured or Ill Persons 

 
1. As soon as you become aware of an injured or ill person, get help from other 

employees if possible. Notify a supervisor or the Area Safety Coordinator of the 
situation and of the need for medical assistance. 

 
2. Contact medical staff if available.   

 
3.  

 
 

4. Be prepared to give the following information to the 911 operator: 
 

a) FACILITY ADDRESS and location of victim.  (Be specific. Provide details about 
address, where to enter the facility/building and where the victim is located.) 

 
b) NATURE of the emergency (e.g. difficulty breathing, chest pain, leg injury, etc.) 

 
c) TELEPHONE number of facility you are calling from or return contact number. 

Be sure to include area code and extension if applicable. 
 

d) YOUR name and the name of the facility again. 
 

5. BE prepared to stay on the line with the 911 operator. 
 

6. Send one person outside to direct emergency vehicles into the parking lot and the 
entrance nearest the victim.  The employee should lead the emergency response 
unit directly to the location of the victim. Coordinate this with a supervisor. 
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7. Do not become a victim.  Assess the situation for your own safety before going to 
the aid of another individual. If the victim was injured as a result of some type of 
accident, be aware of the cause. Example: if a person receives an electrical shock 
and is injured, be careful that you too do not become injured by whatever electrical 
source the victim contacted. This applies to a variety of injuries, such as toxic 
vapor inhalations, carbon monoxide poisoning and electrocution. 

 
8. Do not move the individual unless necessary to prevent further injury. An example 

would be a person who trips and falls with their face in water. To prevent the 
person from drowning you would have to move the victim. In all cases, however, 
try to limit any movement to the point of injury. 

 
9. Administer First Aid if you have been trained to do so. Utilize proper precautions 

such as personal protective equipment when there is a risk from blood borne 
pathogens. 

 
IV-1.2.1 Action Task:  Upon discovering a medical emergency, employees shall: 
 

1. Alert other employees for help. 
 

2. Notify 911.  
 

3. Contact medical staff if available.   
 

4. Shut down any process that is related to the injury, such as turning off electrical 
power to the area of a facility where an electrocution accident occurred. 

 
5. Ventilate, neutralize, etc., and take any possible steps to secure and make safe 

the physical environment, utilizing available personnel and resources. 
 

6. Administer First Aid or CPR if trained and certified, if needed. 
 

7. Stay and calm the victim while others call 911 and direct emergency vehicles and 
escort emergency services personnel to the victim’s location. 

 
 
 
 
 
 
 

911 is to be used for transport in all emergency situations. Under no circumstances is any 
Operation PAR, Inc. employee to transport any individual in a medically compromised 
condition unless medical staff visually assess the victim and determines the situation to be 
a non-emergency and approves the transport. This pertains to clients and visitors, as well 
as Operation PAR staff. 
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IV-1.2.2  Action Task:  Upon being notified of a medical emergency, the Emergency  
Response Caller shall: 

  
1. Call 911. 
 
2. Inform the Area Safety Coordinator or designee of the incident and the 911 call. 

 
IV-1.2.3 Action Task:  Upon being notified of a medical emergency, the AREA SAFETY 

CORDINATOR (or designee) shall: 
 

1. Confirm any process related to the injury has been shut down and the area 
secured. 

 
2. Assign an employee to go to the street to flag responding emergency services 

vehicles into the facility and to the entrance nearest the injured person, and to 
guide EMS personnel directly to the injured person. 

 
3. Report any follow-up information to the emergency response caller for relaying to 

the responding emergency unit(s). 
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IV-1.3 Biomedical Emergencies 
 
A biomedical emergency refers to any event (accident, injury, accidental spill) in which 
individuals may be at risk of exposure to uncontained body fluids with the potential to harbor life 
threatening pathogens such as the human immune-deficiency virus and Hepatitis B virus and 
include blood, blood products, lymph, semen, vaginal secretions, cerebrospinal, synovial, 
pleural, peritoneal, pericardial, and amniotic fluids. Body excretions such as feces, and 
secretions such as nasal discharges, saliva, sputum, sweat, tears, urine and vomit shall not be 
treated as biomedical unless visibly contaminated with blood. 
 
IV-1.3.1 Action Task:  Upon discovery of a biomedical emergency, employees shall: 
 

1. Isolate the area as much as possible to restrict traffic and access to the site. 
 

2. Put on appropriate personal protective equipment. If gloves develop holes, tears, 
or splits during the clean up, remove them, wash hands immediately, and put on 
fresh gloves. Disposable gloves must never be washed or reused. 

 
3. To assure the effectiveness of any sterilization or disinfection process, surfaces 

must first be thoroughly cleaned of all visible blood or soil before disinfection.  
 

4. Remove visible blood with disposable towels.   
 

5. Chemical germicides or bleach will be provided at each site to disinfect 
contaminated surfaces. Chemical germicides will be used according to 
manufacturer directions.   

 
6. Properly dispose of material used to clean contaminated surface.   

 
7. Liquid waste created by these chemical disinfection operations shall be disposed 

of into a sewage system. 
 

8. Wash hands thoroughly. 
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IV-1.4 Hazardous Materials/Chemical Spills 
 
Chemicals are a natural and important part of our environment. Under certain conditions, 
chemicals can be poisonous or harmful. Typically, there are no chemical dangers that Operation 
PAR employees, other than maintenance staff, are presented with on a daily basis.  
 
In general only small quantities of hazardous materials are used on   
site at any Operation PAR, Inc. facility. These materials are primarily confined to Maintenance 
Department supplies. Natural gas and propane are used in residential facilities with kitchen 
services. The major hazard from natural gas and propane would be the possibility of fire or 
explosion. 
 
IV-1.4.1 Action Task:  Upon discovery of a chemical spill, employees shall: 
 

1. Evacuate all employees, clients and visitors from the affected areas. 
 

2. Call for help. If the accident is beyond the training and capabilities of on-site 
employees, call 911. 

 
3. In general only small quantities of hazardous materials are used on site at any 

Operation PAR, Inc. facility. These materials are primarily confined to Maintenance 
Department supplies. Natural gas and propane are used in residential facilities 
with kitchen services. The major hazard from natural gas and propane would be 
the possibility of fire or explosion. 

 
4. Notify the Program Manager and Area Safety Coordinator or designee of the 

incident. 
 

5. If material is flammable, eliminate all ignition sources. Be aware of all open flame 
sources such as pilot lights on water heaters, furnaces, and smoking materials. 
Beware of all electrical arc potentials that may change the environment and cause 
ignition such as light switches being turned on or off, static electricity, extension 
cords being plugged in or unplugged, etc. 

 
6. If material is toxic, do not breathe vapors. Do not walk in or touch any spilled 

substances.   
 

7. IF SAFE to do so and you have been appropriately trained, attempt to keep run off 
from entering unaffected areas of the building and the sewer system. 
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IV-1.4.1 Action Task:  Upon discovery of a chemical leak, the Emergency Response 
Caller shall: 

 
1. Call 911. 

 
2. Notify the Program Manager and Area Safety Coordinator or designee of the 

incident. 
 

3. Stand by to notify affected areas of the facility to evacuate. 
 
 

4. This may be a specific area or facility wide. 
 

5. Specific guidance may be needed to ensure that nobody attempts to exit through 
contaminated areas. 

 
IV.1.4.2 Action Task:  Upon discovery of a chemical leak, the Area Safety Coordinator 

(or designee) shall:     
 

1. Determine the impact on the facility and implement the following as needed. 
 

a) Is evacuation necessary, and if so, what areas? 
 

b) Are any of the following outside emergency services needed: 
 

1. Hazardous materials units 
2. Fire fighting units 
3. Medical response units 

 
Reference Safety Data Sheets (SDS) for further guidance. 
 
If necessary, relocation of clients or programs will be carried out according to Operation PAR 
Inc.’s Evacuation and Temporary Sheltering Procedures.  
 
Agency and clients’ medications and supplies will be replaced as soon as possible following the 
emergency if necessary.  
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IV-1.5 Nuclear Power Plant Accidents 
 
Nuclear power plant accidents would have a direct affect on residents within a ten mile radius of 
the plant and a residual effect on those within 50 miles. Since there are no active nuclear power 
plants operating within 50 miles of an Operation PAR, Inc. facility, the likelihood of the agency 
being affected by a nuclear power plant accident is very slim.    
 

1. The following are important facts about nuclear accidents: 
 

a) A nuclear power plant accident would not cause the same widespread 
destruction as a nuclear weapon. 

 
b) Although radioactive materials could be released in a cloud or plume, no fallout 

is produced to endanger people. 
 

c) Radiation would be monitored by authorities to determine potential danger and 
warn the public. 

 
d) Local citizens would be evacuated or instructed on how to avoid radiation 

hazards. 
 

e) Most radioactive materials lose strength fairly quickly. 
 

f) The area affected by a nuclear power plant accident will depend on the amount 
of material released, weather conditions, and wind direction and speed. 

 
2. Basic response to a nuclear power plant accident would include: 

 
a) Monitoring of local radio and television stations for areas involved and 

government instructions to protect against contamination and/or evacuation. 
 

b) If evacuation is not ordered, remain indoors with doors and windows closed. 
 

c) Turn off fans, air conditioners and heaters that use outside air. 
 

d) Cover or refrigerate all food products.  
 

e) When coming in from outdoors, shower and change clothing and shoes.  Store 
worn items in a sealed plastic bag. 

 
f) Wear dense, heavy clothing. 
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IV-1.5.1 Action Task:  Upon discovery of a nuclear power plant accident, the Area Safety 

Coordinator (or designee) shall:     
 

1. Determine the impact on the facility and implement the following as needed. 
 
a. Evacuation  

 
b. Contacting outside emergency services 

 
2. Arrange for alternate food and water supply if contamination occurs 

    
3. If necessary, relocation of clients or programs will be carried out according to 

Operation PAR Inc.’s Evacuation and Temporary Sheltering Procedures.  
 

4. Agency and clients’ medications and supplies will be replaced as soon as possible 
following the emergency, if necessary.  
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IV-1.6  Epidemic/Pandemic Outbreaks 
 
Operation PAR will review recommendations from the U.S. Health and Human Services, 
Centers for Disease Control and Prevention (CDC) and the local Health Department in the event 
of a epidemic or pandemic outbreak affecting areas in which the agency operates programs. 
Client education materials on reducing the risk or spread of infections are available in the “Client 
Education” folder on Operation PAR’s shared network.  
 
Staff and clients with symptoms of communicable or air borne infections will be encouraged to 
stay home. Depending on the scope and severity of the outbreak, Operation PAR’s Emergency 
Response Team may determine it necessary to close programs in affected areas for the 
duration of the pandemic.  
 
There is little Operation PAR can do to control infections like Zika caused by flying insects found 
naturally in our environment. The main impetus for prevention will be on the local government 
and mosquito control activities. PAR will take guidance from the CDC and local Health 
Department. Current recommendations include the following: 
 

1. Prevention education for staff and clients. 
 

2. Try to limit outdoor activities. 
 

3. Provide approved bug spray to staff, clients, and visitors for prevention of 
mosquito bites while outdoors. 

 
4. Fix and maintain doors, windows, and window screens to prevent mosquito 

intrusion. 
 

5. Inspect the property for areas of standing water that can be eliminated. For those 
that can’t be eliminated, start a preventive maintenance schedule to empty and 
clean containers on a regular basis. 

 
6. Areas of small water can also be treated with a bacterial insecticide on a regular 

basis.  
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IV-2 Fires 
 
IV-2.1 Structure Fires 
 
A fire can engulf a structure in a matter of minutes. Understanding basic safety practices can be 
the key to surviving a building fire.  
 

1. Clear the area of all other personnel and clients.   
 

2. Activate the fire alarm pull station or initiate the fire notification system in your 
facility. 

 
3. Call the FIRE DEPARTMENT AT 911, even if the facility has a monitored fire 

system. Be prepared to give the following information: 
 

a) FACILITY ADDRESS  
 

b) Nature of the problem - FIRE. (What’s on fire - structure, auto, etc.) 
 

c) TELEPHONE number you are calling from. 
 

d) NAME (Your name.) 
 

4. Confine the FIRE by turning out lights and closing doors to the area. (This helps to 
limit the spread of fire and smoke.) 

 
5. While not mandatory for employees to fight fires, if safe to do so and if 

appropriately trained, employees may choose to try to use fire extinguishers to 
eliminate the fire. Extinguishing a fire should only be attempted after all the above 
steps have been completed and if the fire is small and contained.   

 
6. Follow the P-A-S-S system when using fire extinguishers. 

a) Pull the safety pin on the extinguisher 
b) Aim the hose of the extinguisher at the base of the fire 
c) Squeeze the handle to discharge the extinguisher material 
d) Sweep the hose back and forth across the base of the fire until the   

canister is empty 
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IV.2.1.1 Action Task:  Upon detection or learning of a building fire, employees shall: 
 

1. Follow the R-A-C-E plan described below: 
a) Rescue/remove persons from the immediate fire area 
b) Alarm/alert personnel by initiating fire signal 
c) Contain fire and heat and smoke by closing all doors 
d) Exit/evacuate the building immediately and report to safe area 
e) If the FIRE is in your area of the building, ALERT co-workers, clients, and 

visitors to evacuate the building.   
 

2. If you are in your office or passing your office and can do so quickly and safely, 
retrieve essential personal property (hand bags, keys, wallets, etc.), turn out lights, 
and close the office door as you exit. Do not go back to your office if it is not on 
your way out of the building. Always use the nearest safe exit. 

 
3. Do not use elevators! 

 
4. If an individual can not be evacuated due to physical condition or injury, try to 

move the individual to an area with a fire door or fire compartment, such as a 
stairwell, and evacuate the building. Do not stay with the person. It is better for you 
to evacuate to be able to tell fire response personnel there is somebody left in the 
building and where that person is located. 

 
5. Employees will take floor plans with them when they evacuate to help fire 

department personnel locate the fire and trapped individuals and navigate the 
building. 

 
6. While specific exit routes are prescribed on evacuation maps, you should use the 

nearest emergency exit available without going through a danger area. If fire or 
smoke makes exiting through the nearest exit unsafe, proceed to the next closest 
safe exit.   

 
7. Remain quiet as you exit to assist in hearing further instructions regarding the 

emergency. 
 

8. If there is smoke present, remain in a low, crouched position as you exit the 
building. Try not to inhale smoke and possible toxic fumes. 

 
9. Unless necessary for evacuation, do not open closed doors. If you must open a 

door, check it for heat before opening. Do not open a door that is hot to the touch. 
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10. Report to your evacuation meeting point. If your checkpoint is in an unsafe 
location, go to another location that is away from hazards. Stay out of the street 
and areas of the parking lot where emergency vehicles can be expected. 

 
11. Make sure that you are accounted for with your supervisor.   

 
12. If necessary, temporary shelter will be provided for employees, clients and visitors. 

Further information will be provided at the appropriate time through your 
supervisor or Area Safety Coordinator. 

 
13. Do not leave the property until authorized to do so by your supervisor. 

 
14. Any requests from the media are to be forwarded to the Chief Operating Officer or 

designee. As per agency policy, no employee is to comment to the media in 
regards to the facility and/or occurrences that have taken place on Operation PAR, 
Inc. property without express authorization from the CEO or COO. 

 
IV.2.1.2 Action Task:  Upon notification of a building fire, the Emergency Response  
 Caller shall: 
 

1. Activate the Fire Alarm or notification system and Call 911.  
 

2. Make an announcement to employees, clients, and visitors via the public address 
system that this is not a drill and they need to evacuate the building immediately.  

 
3. Evacuate the building. 

 
 IV.2.1.3   Action Task:  Upon notification of a building fire, all facility supervisory  
 EMPLOYEES shall: 
 

1. Be prepared to perform the following: 
 

2. Assist in evacuating, if needed. 
 

3. Evaluate the FIRE. If feasible and if appropriately trained and safe to do so, use 
fire extinguishers to try to extinguish the fire. 

 
4. Relocate employees, clients and visitors to their assigned evacuation check point. 

 
5. Notify the Area Safety Coordinator or designee of any employees, clients or 

visitors not accounted for. 
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6. Stand by to shut down operations if necessary. 
 

7. Report availability for duty assignment to the Area Safety Coordinator or designee 
after exiting the building. 

 
IV.2.1.4    Action Task:  Upon notification of a building fire, the Area Safety Coordinator  

 (or Designee) shall:     
 

1. Advise the Fire Officer in charge as to present conditions in the building (location 
of fire, missing personnel, chemicals involved, etc.). 

 
2. Advise the Fire Officer in charge of the available assistance Operation PAR, Inc. 

employees could provide (utility shut down, floor plan layout, contents of facility 
etc.). 

 
3. Relocate employees, clients and visitors to an area of safe refuge, if necessary. 

 
4. Notify the Chief Operating Officer of the fire. 

 
5. Establish a telephone communication capability to allow employees and clients to 

notify their relatives/friends of their whereabouts and status. 
 

6. Establish a telephone response line for incoming questions from relatives/friends 
of employees and clients, and agency personnel concerning site activities. 

 
IV.2.1.5 Action Task:  After a building fire, the Area Safety Coordinator (or Designee)  
 shall:   
 

1. Prepare an initial assessment of the damage impact on the facility once the Fire 
Department returns control of the building back to Operation PAR, Inc., and 
contact the Vice President of Facilities Management for instructions on how to 
proceed concerning securing the property and/or obtaining bids for repair of 
damages. No awards will be given without proper approval from Operation PAR, 
Inc. and the insurance company. 

 
2. If necessary, relocation of clients or programs will be carried out according to 

Operation PAR Inc.’s Evacuation and Temporary Sheltering Procedures. 
 

3. Agency and clients’ medications and supplies will be replaced as soon as possible 
following the emergency, if necessary.  
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1. As per instructions from the Vice President of Facilities Management, the Program 
Manager and the Area Safety Coordinator or designee may assess what 
temporary work is suitable to be performed by employees to minimize further 
damage. Such work may include covering ventilation openings made by the 
firefighters, securing forced doors from rescue operations and shutting down any 
necessary utilities to prevent further damage. 
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IV-3.4 Forest Fires 
 

1. Operation PAR does not have any facilities that would be directly affected by a 
forest fire.  

 
2. Forest fires are monitored by various government agencies.   

 
3. Operation PAR, Inc. will act consistently with recommendations and evacuation 

orders announced by local authorities concerning a wild fire threatening an 
Operation PAR, Inc. facility. 

 
4. If necessary, clients will be evacuated as per Operation PAR, Inc.’s Evacuation 

and Temporary Sheltering procedures under the supervision of the facility 
manager with the assistance of the Area Safety Coordinator or designee. 

 
5. Agency and clients’ medications and supplies will be replaced as soon as possible 

following the emergency if necessary.  
 

6. The facility manager and the Area Safety Coordinator will assess the situation 
after authorities have cleared the area for return and take appropriate action. 

 
 
IV-3.4.1 Action Task:  Upon notification of a forest fire, the Area Safety Coordinator (or  
 designee) shall: 
 

1. Maintain contact with local authorities for up to date information regarding location 
of the fire and potential for evacuation. 

 
2. Inform the Vice President of Facilities Management periodically of the status of the 

fire and pending evacuation.  
 

3. If necessary, coordinate evacuation with the program/facility manager according to 
Operation PAR, Inc.’s Evacuation and Temporary Sheltering procedures. 

 
4. Agency and clients’ medications and supplies will be replaced as soon as possible 

following the emergency if necessary.  
 

5. Assist the program/facility manager when the fire is no longer a threat and the 
area cleared for return by the authorities to reopen the facility and resume normal 
operations. 
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IV-2.3 Airplane Crashes 
 

1. Airplane crashes can be accidental or the result of terrorist violence.  Response to 
an airplane crash would depend on the extent of facility damage and whether the 
crash has created a fire situation. Employees should evacuate the area 
immediately and follow the emergency procedures for medical emergencies, fire 
emergencies and/or evacuations as necessary. 
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IV-3 Natural Emergencies 
 
Natural Emergencies would include severe weather conditions such as tornadoes, hurricanes, 
floods, forest fires, or sink holes. These emergency situations are typically monitored by various 
government agencies, from predicting the emergency, to reporting during the emergency, to 
after the emergency, including aftermath assistance. A tremendous amount of information is 
relayed through commercial radio and television announcements. If you believe that conditions 
are becoming threatening, you should tune into a local radio and/or TV broadcast and stand by. 
Advice will be given based on current conditions.   
 
Each facility will have a weather band/weather alert radio, located in the area(s) of the facility 
where it is easily monitored by employees on all shifts. If an employee becomes aware of a 
watch or warning situation, he/she should notify a Supervisor or the Area Safety Coordinator or 
designee immediately. If the emergency is imminent and taking the time for supervisory 
notification would jeopardize individuals’ safety, any employee is empowered to take reasonable 
and necessary actions, such as initiating emergency response, emergency service notification 
or evacuation of a location or building. 
 
 
IV-3.1 Storms/Lightning/Tornadoes  
 
Severe weather is common in Florida, as are storms accompanied by lightning.  
 

1. If an employee becomes aware of a severe weather warning, he/she should notify 
the Area Safety Coordinator or program/facility manager immediately if they are on 
site and time permits. 

 
2. Announcement of the approaching severe weather will be made via the 

program/facility manager or Area Safety Coordinator or designee. If neither is on 
site or if the storm is imminent, any employee is empowered to take reasonable 
and necessary actions to make the announcement and initiate the emergency 
response.   

 
3. Be aware of potential high winds and lightning associated with severe storms.  

More people are struck by lightning prior to the rain arriving and after the rain has 
passed than during the rain.  

 
4. Get clients, staff and visitors indoors as quickly as possible. 

 
5. Secure any outdoor equipment or furniture if time permits, to prevent injury and 

facility damage. Be cautious of flying debris and protect your eyes.    
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6. If lightning is present, stay away from open doors and windows and do not use the 

telephone. 
 

7. If you are outside during a lightning storm without any available shelter, avoid 
staying near tall objects and trees. Be cautious of flying debris and protect your 
eyes.    

 
8. If traveling during a lightning storm, stay in your car.   

 
 
Although not as common as lightning storms, dangers from tornadoes are present in Florida. 
 

1. If an employee becomes aware of a tornado watch or warning situation, he/she 
should notify the Area Safety Coordinator or program/facility manager immediately 
if they are on site and time permits. 

 
2. Announcement of the approaching tornado will be made via the program/facility 

manager or Area Safety Coordinator or designee. If neither is on site and the 
tornado is imminent, any employee is empowered to take reasonable and 
necessary actions to make the announcement and initiate the emergency 
response. 

 
3. If a watch has been announced, get clients, staff and visitors indoors as quickly as 

possible. 
 

4. Secure any outdoor equipment or furniture, if time permits. 
 

5. Once a warning has been issued or a funnel cloud is observed, seek shelter in a 
designated “Tornado Safe Zone” immediately. 

 
6. Stay away from windows and doors and areas of the building with unsecured 

objects. Stay low and go to the smallest interior room or hallway on the lowest 
floor. Avoid places with wide-span roofs such as auditoriums. 

 
7. If traveling in your car during a tornado, leave the vehicle and try to find shelter in 

the nearest sturdy building or as a last resort, lie in the nearest depression and 
cover your head with your arms. Do not try to outrun a tornado! 

 
8. Do not use elevators during storms in case there is a power outage. 
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IV-3.1.1 Action Task:  Upon notification of storm/tornado warnings, the Area Safety 
Coordinator (or designee) shall: 

  
1. Make an announcement of the impending storm and any related instructions. 

 
2. Verify that equipment and furniture has been secured. 

 
3. Verify that no persons have been allowed to remain outdoors. 

 
4. Monitor the weather radio for the all-clear signal. 

 
5. After the storm, check for any injured individuals and inspect the facility for any 

damage that may have occurred. 
 

6. If necessary, relocation of clients or programs will be carried out according to 
Operation PAR Inc.’s Evacuation and Temporary Sheltering Procedure. 

 
7. Agency and clients’ medications and supplies will be replaced as soon as possible 

following the emergency, if necessary.  
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IV-3.2 Floods/High Water Conditions 
 

1. Shut down utilities and put out open flames. 
 

2. Secure outdoor equipment and furniture. 
 

3. Move valuables and documents to highest possible level. 
 

4. Cover computer and other electronic equipment with heavy-duty plastic garbage 
bags and secure. 

 
5. Seal openings and windows with plastic or caulk. 

 
6. If it becomes necessary to evacuate the facility due to high water conditions, the 

program/facility manager or the Area Safety Coordinator or designee will initiate 
evacuation procedures. 

 
7. Stay away from flooded areas or structures where power lines are down. Electrical 

outlets under water pose a danger to anyone coming in contact with the water. f 
not sure of whether the power is on or off, 

8. presume it is ON. 
 

9. Do not walk through flooded areas. Often an area is much deeper than it appears 
due to ditches, holes, etc. 

 
10. Be aware of potential health problems that may occur if floodwaters             

contaminate food and living environments. Adhere to infection control protocols 
and wash hands by prescribed methods frequently.     

 
IV-3.2.1 Action Task:  Upon notification of flood/high water conditions, the Area Safety 

Coordinator (or designee) shall: 
 

1. Make announcements as necessary to keep employees informed of flood status 
and what precautions should be initiated. 

 
2. Assist with securing the building. Verify all utilities have been shut down and 

outside equipment and furniture has been secured or removed. 
 

3. Verify employees have secured their own worksites – computers and documents. 
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4. Check for injured persons or facility damage after the water has receded and it is 
safe to do so. Report damages to the Vice President of Facilities Management. 

 
5. Make arrangements with professionals to have utilities inspected prior to turning 

back on. 
  

6. If necessary, relocation of clients or programs will be carried out according to 
Operation PAR Inc.’s Evacuation and Temporary Sheltering Procedure. 

 
7. Agency and clients’ medications and supplies will be replaced as soon as possible 

following the emergency if necessary. 
 

 
IV-3.2.2 Post Flood Activities 
 
Following a significant water disruption or emergency, adhere to any advisories to boil water 
issued by the municipal water utility. 
 

1. Alert employees, clients, and visitors not to consume water from drinking 
fountains, ice or drinks made from municipal tap water while the advisory is in 
effect unless the water has been disinfected by an acceptable method (e.g., by 
bringing water to a rolling boil for at least one minute). 

 
2. After the advisory is lifted, run faucets and drinking fountains at full flow for at least 

5 minutes or use high-temperature water flushing or chlorination. 
 

3. If corrective decontamination of the hot water system is necessary after disruption 
in service or a cross-connection with sewer lines: 

 
4. Decontaminate the system when the fewest occupants are in the building. 

 
5. If using high-temperature decontamination, raise the hot water temperature to 

160°F-170°F (71°C-77°C) and maintain that level while progressively flushing 
each outlet around the system for at least five minutes. 

 
6. If using chlorination, add enough chlorine, preferably overnight, to achieve a free 

chlorine residual of ≥ 2 mg/L (≥ 2 ppm) throughout the system. Flush each outlet 
until chlorine odor is detected and maintain the elevated chlorine concentration in 
the system for at least 2 hours but not more than 24 hours. 
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7. Use a thorough flushing of the water system instead of chlorination if a highly 
chlorine-resistant microorganism is suspected as the water contaminant. 

 
8. Maintain surveillance for waterborne diseases in clients and employees after the 

boil water advisory is lifted.  
 
 
IV-3.2.3 Facility Damage 
 
Facilities damaged by water intrusion will be inspected as soon as possible following the 
emergency. Wet building materials (e.g., structural materials, porous materials, wall paper, 
carpeting, furnishings, etc.) will be removed if they cannot be thoroughly cleaned and dried 
within 72 hours. New materials will be replaced as soon as the underlying structure is declared 
to be thoroughly dry. Remediation activities may be delayed in cases of wide area destruction. 
 

1. Close off affected areas during cleanup procedures. 
 

2. Ensure functionality of sewage system. 
 

3. Clean hard-surfaced equipment, floors and walls after drying with detergent 
according to standard cleaning procedures. 

 
4. Wood furniture and materials are to be cleaned and dried thoroughly before 

restoring varnish or other surface coatings. 
 

5. Contain dust and debris during remediation and repair according to accepted 
standards. 
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IV-3.3 Hurricanes  (See Also Attachment III) 
 
Condition:      Hurricane Watch 
 

1. If a Hurricane Watch is announced, the Emergency Response and Recovery 
Teams will determine when to meet to make further decisions regarding preparing 
Operation PAR, Inc. for a possible hurricane. 

 
2. At this initial meeting, the Emergency Response and Recovery Teams will decide 

whether or not to begin hurricane preparations at any or all programs. 
 

3. Once it is decided to begin hurricane preparations, the Emergency Response 
Team will take the following actions: 

 
a. Notify all programs by phone , fax, or e-mail to begin hurricane preparations 

and allow members of the Emergency Response Team and volunteers to leave 
to secure their homes and make preparations before returning to assist with 
evacuation and management of the clients for the duration of the storm. 

 
b. The Emergency Response Team will notify the Access Center at (727) 499-

2335 or 1-888-PAR-NEXT to inform them which programs are being closed. If 
the Access Center is closed, a recorded message will be left on the auto-
attendant informing all callers which facilities are being closed.   

 
The instructions for leaving a recorded message and transferring the Access 
Center phone number to another location are included in the Emergency 
Package locked in the Finance safe at Park Center. 

 
c) The Emergency Response Team will call ADM (Alcohol, Drug Abuse, and 

Mental Health), CFBHN and 2-1-1 (727-210-4211) to notify them which 
programs are being closed and that Operation PAR will not be accepting any 
new clients until further notice. 

 
d) The Safety or IT department will use “Informacast” the Emergency Notification 

System to communicate and provide critical information/updates about the 
Agency to all staff. to  

 
d)e) The Chief Financial Officer or a designated alternate will arrange for a pre-

determined amount of cash to be withdrawn from Operation PAR, Inc.’s bank 
account and placed in the Finance safe at Park Center. If it is necessary, said 
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cash will be used for the purchase of supplies and food after the storm until 
banks are open for business.  

 
f) Refer to “Things To Do Checklist - When Hurricane Watch Has Been 

Declared”. 
e)  

f)g)In most cases Law Enforcement will issue Evacuation Orders for affected 
areas prior to a Hurricane Warning being issued. The Emergency Response 
Team’s decisions regarding the timing of preparations, closing of facilities, and 
evacuation of clients will be based on available information regarding the day 
and time the storm is expected to affect the area, the predicted severity and 
duration of the storm, the projected path of the storm, and other mitigating 
circumstances. In all instances, the welfare and safety of clients and 
employees will be of primary concern. 

 
Condition:      Hurricane Warning 
 
Once a Hurricane Watch has been upgraded to a Hurricane Warning, the following steps will be 
taken by the Emergency Response Team: 
 

1. Notify all non-residential programs to secure their facilities, records, computers, 
etc.  

 
2. Send employees home and close the facilities if not previously instructed to do so 

under Hurricane Watch conditions. 
 

3. Notify all residential programs to secure their facilities, records, computers, etc., 
and begin evacuation of affected clients. 

 
4. Once clients have been evacuated, send employees, other than members of the 

Emergency Response Team, home and close the facilities. 
 

5. The Emergency Response Team will assist in situating clients and employees, 
storing supplies, filling water containers, preparing the building, and other duties 
as assigned. 

 
Condition:      Hurricane Landfall 
 
Once a hurricane is projected to hit land, the Emergency Response Team will assist in securing 
facilities and ensuring that clients, employees, and supplies are in the proper location. 
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Condition:     Hurricane All Clear/Recovery 
 
Once an All Clear has been announced, the Emergency Recovery Team will activate the initial 
clean up.  
 

1. Members of the Emergency Recovery Team will deploy to assess conditions at 
affected facilities. (It is expected that movement will be curtailed by law 
enforcement and these assessment efforts may be hampered.) Priority will be 
given to programs according to the established priority opening schedule. 

 
2. IMPORTANT:  SECURITY CODES AND KEYS TO ALL FACILITIES ARE IN 

SEALED ENVELOPES IN THE FINANCE SAFE AT PARK CENTER.   
 

3. Once the facilities are assessed, notify DCF, CFBHN and 2-1-1 to inform them of 
Operation PAR, Inc.’s ability or inability to resume providing services for the 
community. 
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IV-3.4 Sink Holes 
 
Sink holes are common in Florida, but generally not predictable.  
 

1. In times of heavy or extended periods or rain, employees should pay attention to 
changes in a facility’s landscape. 

 
2. Report any noticeable changes to the facility manager or Area Safety Coordinator. 

 
IV-3.4.1 Action Task:  In the event of a sinkhole, the Area Safety Coordinator (or  
 designee) shall: 
 

1. In the event of a sinkhole with no imminent danger to structures or injury to 
persons, the Area Safety Coordinator or designee will: 

  
a. Mark off the area using rope, yellow caution tape and/or cones. 

 
b. Restrict access to the area. Do not allow anybody to enter the vicinity. 

 
c. Notify the Vice President of Facilities Management of the sinkhole. 

 
d. Monitor the sinkhole for increases in size or encroaching threat of property 

damage or danger to individuals. 
 

2. In the event of a large sinkhole that may cause injury to persons or structural 
damage, the Area Safety Coordinator or Designee will:  

 
a. Evacuate clients, visitors and staff from the affected portion of the facility to a 

safe area.  
 

b. If necessary, evacuate the entire facility as per Operation PAR Inc.’s 
Evacuation and Temporary Sheltering procedures. 

 
c. Agency and clients’ medications and supplies will be replaced as soon as 

possible following the emergency if necessary.  
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d. Notify the Vice president of Facilities Management with an assessment of the 
damage and/or threat. 

 
 
 
IV-4 Utility Failures 
 
Power and water failures can be caused by natural emergencies, accidents and system 
maintenance. Although not uncommon, power and water failures are usually short lived. 
Determining cause and breadth of the outages will dictate what actions a facility will take in 
response to the outage. 
 
IV-4.1 Power Failures  
 
Power failures are common in the area and are generally caused by adverse weather conditions 
or equipment damaged due to motor vehicle accidents. In general, a power failure will not be 
considered as an emergency situation.  
 

1. Determine the cause of the power failure. Is the disruption widespread, affecting 
the entire community area, or local, only affecting the facility or parts of the facility?  

 
2. If the outage is due to a fire, explosion or electrical arcing, evacuate employees, 

clients, and visitors from the hazard area. 
 

3. Call 911 and report the problem. 
 

4. If no immediate hazard is present, move personnel, clients, and visitors to a safe 
area with emergency lighting. 

 
5. Emergency lighting units will generally only work 90 to 120 minutes.   

 
6. Notify the power company or electrician and report the problem.  Note that during 

storm conditions it may be several hours before power is restored. 
 

7. Move around as little as possible, so the chance of injuring yourself in the 
darkness is minimal. 

 
IV.4.1.1 Action Task:  In the event of a power failure, the Emergency Caller shall: 
 

1. Notify the program supervisor and Area Safety Coordinator or designee, if on site, 
of the incident. 
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2. Call 911 or the power company or electrician. 

 
3. Stand by to notify affected areas of the facility to evacuate. This may be a specific 

area of the facility or facility wide. 
IV.4.1.2 Action Task:  In the event of a power failure, the AREA SAFETY COORDINATOR  
 (or designee)  shall: 
 

1. Determine the impact on the facility and implement the following as needed: 
 

2. Evacuation if necessary. 
 

3. Contact outside emergency services if needed. 
a. Fire Department 
b. Power Company 
c. Electrical Contractor 

 
4. Determine the cause of the outage.  

 
5. Discuss the cause and expected duration of the outage with the program manager 

and decide whether to request permission of the appropriate company official to 
dismiss clients and employees or remain in the facility until power is restored. 

 
6. If remaining in the building, provide a safe area with emergency lighting for 

employees, clients and visitors. 
 

7. If evacuating, assist the evacuation process to minimize the chance of injury to 
individuals as they move through the darkness of the facility. 
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IV-4.2 Water Failures 
 
Water failures occur infrequently and disruption is normally short lived. Water failures are 
generally caused by county or facility equipment problems or maintenance. In general, a water 
failure will not be considered as an emergency situation.  
 

1. Determine the cause of the water failure.  
 

2. Determine area affected: 
a. entire community area 
b. local, not entire community 
c. facility 
d. only part(s) of the facility 

 
IV-4.2.1 Non-Facility Water Failure  
 

1. Notify the local Water Department and report the problem. 
 

2. Depending on the problem, it may be several hours before water service is 
restored. Try to find out when they expect the problem to be corrected. 

 
3. If there is going to be an extended water outage, residential programs will have to 

make alternative arrangements for sanitary and hygiene needs such as ordering 
Porta-Potties or scheduling time and transportation for clients to shower at another 
Operation PAR, Inc. facility. 

 
4. For drinking purposes, bottled water will be purchased. 

 
IV-4.2.2 Facility Water Failure 
 

1. Call a plumbing company for repair. 
 

2. If there is going to be an extended water outage, residential programs will have to 
make alternative arrangements for sanitary and hygiene needs such as  ordering 
Porta-Potties or scheduling time and transportation for clients to shower at another 
Operation PAR, Inc. facility. 
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3. For drinking purposes, bottled water will be purchased. 

 
1. If necessary, space will be found at another Operation PAR, Inc. facility to house 

residential clients temporarily per Operation PAR Inc.’s Evacuation and Temporary 
Sheltering procedures.  

 
IV-4.2.3 Action Task:  In the event of a water failure, the Area Safety Coordinator (or  
 designee) shall: 
  

1. Shut the water off at the main if a flood situation is occurring. 
 

2. Call a plumbing company. 
 

3. Determine the impact on the facility and implement the following as needed: 
 

a. Order Porta-Potties 
b. Order bottled water 
c. Order waterless soap/hand sanitizer for hand washing 
d. Set up alternative sites for showers 
e. Fill buckets of water for toilet priming 
f. Make arrangements and coordinate client evacuation to another Operation 

PAR, Inc. facility if the outage will extend over a longer period of time.  
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IV-4.3 Gas Failures  
 
Gas failures are generally caused by adverse weather conditions. Gas is only used in the 
kitchens of Operation PAR. In general, a gas failure would not affect the safety of clients and 
employees, and therefore would not be considered an emergency situation.  
 

1. If you smell gas: 
 

a. Do Not turn lights on or off. 
b. Do Not light any matches. 
c. Do turn the gas valve off. 
d. Do open doors and windows for ventilation. 
e. Do leave the premises. 

 
2. Notify the gas company to report the problem and determine if the outage is facility 

based or a gas company problem.   
 
IV.4.3.1 Action Task:  In the event of a gas failure, the Emergency Caller shall: 
 

1. Notify the Area Safety Coordinator or designee, if on site, of the incident. 
 

2. Stand by to notify affected areas of the facility to evacuate if necessary. 
 
IV.4.3.2 Action Task:  In the event of a power failure, the AREA SAFETY COORDINATOR 

(or designee) shall: 
 

1. Determine the impact of the failure on the facility and implement the following as 
needed: 

 
a. Evacuation if necessary. If so, what areas? 

 
2. Contact outside emergency services, if needed. 

 
a. Fire Department 
b. Contractor 
c. Determine the cause of the outage.  
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3. Notify the kitchen manager of the cause and expected duration of the outage so 
that menu changes can be made if necessary. 

 
 
IV-5 THREATS OF VIOLENCE AND Community-Wide Civil Unrest  
 
Workplace threats and violence and community demonstrations threaten the safety of 
employees, clients and visitors and can lead to the need for increased facility security. 
Preparation for disorder, whether expected or not, is the best deterrent to experiencing such 
difficulty. 
 
 
IV-5.1 THREATENING/AGGRESSIVE BEHAVIOR 
  
All threats of violence should be taken seriously until proven otherwise. 
 

1. Upon receipt of a threat of violence, employees shall: 
 

a. Document all the information that the caller or individual gives as precisely as 
possible. 

 
b. Advise a supervisor or administrator as soon as possible. 

 
2. If the individual is on-site and doesn’t seem to pose an immediate danger to 

anyone, the Assessment Team will assess the situation to determine if the police 
should be called. The Assessment Team will be comprised of a senior staff 
person, available treatment team members, and the individual receiving the threat. 

 
3. If the threat is received from an individual off-site, the local authorities should be 

notified immediately. 
 

4.  
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5. Do not leave an agitated client alone because they can do harm to themselves 
and others. 

 
 

  
 

  
 

8. Employees will remain at the scene, available to assist until a supervisor confirms 
they are no longer needed or the situation is resolved and the all clear is called. 

 
9. The most senior employee present will assess the situation and call the proper 

authorities for removal of said individual if de-escalation is not successful. 
 

10. Refrain from agitating attackers through attempts to negotiate concerns.  
 

11. Evaluate requests made by the attacker and cooperate when dong so does not put 
you or others at further risk. Your main responsibility is to survive the incident. 

 
12. Remain calm. While it is easier said than done, calmness will establish a more 

favorable environment for survival. 
 

13. Refrain from touching the agitated individual.  
 

14. Speak in a low tone and avoid argumentation. 
 

15. Use active listening skills. Give the agitated individual your undivided attention. 
 

16. Always try to contact another staff member. 
 

17. Stay three to five feet away from the agitated individual at all times. 
 

18. Call the person by name. 
 

19. All redirections need to be specific and concise. (e.g. - “I need you to stop 
yelling’”). During this stage, one person speaks at a time and all staff must be 
consistent as to not allow staff splitting. 

 
20. Stand with your hands in front of you, not behind you. 
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21. Be aware of all exits and any objects that can be used as potential weapons, such 
as pens, chairs, phones, etc. 

 
22. Always disband an audience. Most agitated individuals use other clients to fuel 

their anger. 
 

23. Don’t make false promises or threats. 
 

24. Take all threats seriously. It is highly recommended that any employees being 
harassed or threatened on a personal level or who have a court order prohibiting 
other parties from making contact at their residence or place of work, inform their 
supervisor immediately.  This is for the employee’s protection as well as 
coworkers. 

 
25. Descriptions of the attacker(s) and the type of weapon(s) are helpful to the police; 

however, at no time should employees expose themselves to additional risk to 
gain information regarding the attacker(s).           
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IV-5.2 Armed or Dangerous Person Near the facility 
 
It may be necessary in certain cases to completely secure a building or facility when there is a 
threat of harm to clients, employees and visitors from an armed or dangerous individual near the 
facility. Nobody will be allowed in or out of the building/facility until the situation is resolved. The 
agency-wide code “SECURE THE FACILITY” will be initiated to alert employees to the 
emergency. Employees should always be alert for potential violence and suspicious behavior 
and should report anything out of the ordinary to their supervisors immediately.  
 
IV-5.2.1 Action Task:  In the event of an armed or dangerous person near the facility, 

EMPLOYEES shall:                           
 

1. Call 911 immediately. 
 

2. Notify employees on site using the “SECURE THE FACILITY” code. 
 

3. Move any clients and visitors that are outside into the closest building or safe 
place as quickly as possible, staying as close to the ground as possible. If you are 
not close to a building entrance, it may be better to take cover where you are if 
there is shelter. Do nothing to draw attention to yourself or others. 

 
4. Employees inside will lock all exterior doors and windows. Door stops or a 

barricade can be used in places where doors cannot be locked.   
 

5. Direct clients and visitors to a safe place where they can lock themselves in where 
they will not be visible to the outside. Avoid large open areas such as libraries, 
gyms, dining halls, etc. Check the bathrooms and other areas where the code 
announcement is less likely to be have been heard as you proceed to the safe 
place.   

 
6. Explain the emergency to clients and visitors so that they understand the 

seriousness of the situation and cooperate. 
 

7. Keep everybody away from doors and windows. 
 



POLICY and PROCEDURE 
 

Policy Name  Emergency Action Plan 
Version Number 2 
Date Reviewed 08/17/2020 
 
 

Page 53 of 77 

8. Notify the CEO, COO, or Central Administration if possible. 
 

9. Do not open the door until an all clear is announced.   
 
 
IV-5.2.2 Action Task:  In the event of armed or dangerous person on property, 

supervisors and the Area Safety Coordinator (or Designee) shall: 
 

1. Verify that 911 has been called. 
 

2. Assist in securing exterior doors and windows. 
 

3. Coordinate with law enforcement. 
 

4. Notify employees of the all clear when the situation has been resolved. 
 

5. Contact emergency medical personnel if necessary.  
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IV-5.3 Armed PERSON In The Building 
 
“Armed Person in the…[insert location]” will be the announcement used for any situation in 
which there is an armed or dangerous person inside at any Operation PAR facility to alert staff 
to take shelter in secured areas to minimize the threat of bodily harm to employees, clients and 
visitors. The “Armed Person in the…” announcement will include what area of the building the 
armed individual has been seen in to alert staff as to what areas to avoid. For example, a call of 
“Armed Person in the cafeteria” would mean “there is an armed individual in the cafeteria”. 
Active assault situations evolve rapidly. In most cases active assailants display no apparent 
pattern or method of selection of their victims. Staff should be prepared when hearing the 
“Armed Person in the …” code called to move immediately away from the affected area and find 
a secure area for themselves and any clients and visitors in their vicinity.  
 
IV-5.3.1 Action Task:  In the event of an armed person in the building, EMPLOYEES 
shall:                          
 

1. Call 911 immediately. If you can’t speak, just leave the phone on to alert police of 
situation and location. 

 
2. Notify employees on site using the “Armed Person in the… [insert location] code. 

 
3. Move any clients and visitors to a safe place where you can lock yourself in and 

not be visible to somebody in the building.  
 

4. Avoid large open areas such as libraries, gyms, dining halls, etc.  
 

5. Check the bathrooms and other areas where the code announcement is less likely 
to be have been heard as you proceed to the safe place.   

 
6. Explain the emergency to clients and visitors so that they understand the 

seriousness of the situation and cooperate. 
 

7. Lock and barricade all doors and windows. Door stops or a barricade can be used 
in places where doors cannot be locked.   

 
8. Turn off interior lights. 
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9. Close interior blinds. 

 
10. Block interior windows. 

 
11. Turn off radios and other devices that emit sounds. 

 
12. Silence cell phones. 

 
13. Keep everybody away from doors and windows. 

 
14. Take cover behind concrete walls, thick desks, filing cabinets, etc. if available. 

 
15. Do not attempt to rescue anybody unless the rescue can be made without 

endangering everybody else in the secure area. 
 

16. Do not do anything to provoke the attacker. 
 

17. Be prepared to try to overpower the armed individual if they attempt to enter the 
room you are in.  

 
18. Communicate the plan to others in the room with you.  

 
19. Do whatever you can. This is life and death. 

 
20. Consider escape routes through windows or exterior doors if safe to do so. 

 
21. Make sure there are no outside accomplices to the armed individual inside.  

 
22. Determine if there is a nearby location that can be reached safely.  

 
23. Do not attempt to flee without an escape route and plan in mind.  

 
24. Do not carry anything with you when trying to flee.  

 
25. Do not try to move injured individuals.  

 
26. Notify police of their location when you have escaped to safety. 

 
27. Do not respond to voice commands unless you can verify with certainty that the 

orders are being issued by a law enforcement officer. 
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28. Do not open the door until an all clear is announced by the police. 

 
29. Notify the CEO, COO, or Central Administration as soon as possible. 

 
IV-5.3.2 Action Task:  In the event of armed person in the building supervisors and the 

Area Safety Coordinator (or Designee) shall: 
 

1. Verify that 911 has been called. 
 

2. Coordinate with law enforcement. 
 

3. Notify employees of the all clear when the situation has been resolved. 
 

4. Contact emergency medical personnel, if necessary.  
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IV-5.4 Infant/Child Abductions 
 
75% of all child abductions are committed by a family member or acquaintance. The majority of 
children go missing from home, but about 25% of abductions occur in public locations. 
 

1. Parents with children enrolled in either of Operation PAR’s developmental centers 
or who live on property should be encouraged to maintain current pictures and 
information about their children in case a child is lost or abducted. 

 
a. Have the child foot printed at the time of birth. Include the parent’s fingerprint 

on the footprint page to eliminate doubt of parentage if the child is abducted. 
 

b. Maintain current pictures of the child; update pictures every 6 months. 
 

c. Have the child fingerprinted.   
 

d. Keep medical and dental records up to date. 
 

e. Parents should also be encouraged to practice and reinforce safety 
precautions with their children.  

 
f. Prevention is the best deterrent.   

 
1. Teach children their names, addresses and phone numbers. 

 
2. Teach children who to call in an emergency and how to use 911. 

 
3. Teach children what to do if they are lost in a public place.  

 
4. Remind children never to leave the premises or venture into parking lots if 

lost, but to get help from somebody that works at the location or a 
policeman. 

 
5. Always supervise children in public places.  

 
6. Do not ever leave a child alone in a car or stroller.  
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7. Do not dress children in clothing with their name on it. 

 
8. Make sure children know where they can go in case of trouble. 

 
g. Children should know the basics on how to avoid potentially dangerous 

situations. 
 

1. Never accept candy or gifts from a stranger. 
 
2. Never go anywhere or get in a car with a stranger. 

 
3. Run away and scream if someone follows them or tries to grab them or 

force them into a car. 
 

4. Say “No” to anybody that wants them to do something they know is wrong 
or tries to touch them in a way that makes them feel uncomfortable, and 
immediately tell a parent or somebody they trust. 

 
IV-5.4.1  Action Task:  In the event of child abduction, EMPLOYEES shall:                          
 

1. Notify program/facility managers and law enforcement immediately. Give them as 
complete a description as possible of the child and what he or she was wearing. 

 
2. Notify the receptionist to inform them to expect increased incoming calls and who 

the contact person is and where they will be located. 
 

3. Secure the facility to control all avenues of egress. Nobody will be allowed on or 
off the property or in or out of a building, except for law enforcement personnel. 
Staff should man all entrances and exits to keep people from attempting to enter 
or exit a building. 

 
4. Perform a thorough search of the property. Check the parking lot for anybody 

walking away or driving away with a child. 
 

5. Question all available individuals. When was the last time you saw the child? What 
was he/she doing? Did you see any strangers in the area? 

 
6. Verify the identity of all persons on property. 
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7. Refer all media requests to the CEO/COO or designee. No staff is to speak to 
anybody outside the Agency about the event without the express consent from the 
CEO or COO. 

 
 

IV-5.4.2 Action Task:  In the event of a child abduction, the Area safety Coordinator or 
Designee shall:       

 
1. Verify that law enforcement and facility administrators have been notified. 

 
2. Verify that all entrances and exits have been secured and nobody has come onto 

or left the premises.  
 

3. Verify that the receptionist has been informed of who the contact person is and 
where they will be located. 

 
4. Coordinate search activities. 

 
5. Assist law enforcement. 
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IV-5.5 Bomb Threats 
 
Upon receipt of a threat of violence or a bomb threat, employees shall: 
 

1. Stay on the phone with the caller. Do not hang up on, place on hold or transfer a 
bomb threat caller. 

 
2. Without using cell phones or overhead paging, get another employee’s attention to 

have them call 911 to start a trace of the call.  
 

3. Once done, the second employee will notify the Program Manager and the Area 
Safety Coordinator of the threat. 

 
4. Keep the caller talking. Prolong the conversation as long as possible. Using the 

Bomb Threat Check List (attached), document all the information the caller or 
individual gives as precisely as possible. Don’t be afraid to ask “Who are you? 
Why are you doing this”? Try to find out what type of device the bomb is, where it 
is located and what time it is set to go off.  

 
5. Listen for clues that might help identify the caller or the caller’s location. Listen for 

background noises and distinguishing voice characteristics, such as gender, age, 
accent, impediment, hysteria, etc.  

 
6. Pay attention to comments that may indicate the caller is familiar with the physical 

layout or normal routine of the facility. 
 

7. Do not hang up!  Even if the caller hangs up, do not re-cradle the phone. Just lay it 
down on the desk. Keep the connection open for tracing of the call. 

 
8. Notify the supervisor or Area Safety Coordinator,  and relay the compiled 

information. 
 

9. Depending on the information available, the building will either be immediately 
evacuated or staff will be asked to evacuate clients and visitors, and then do a 
quick search of their offices, common areas and perimeter of the building. The 
Bomb Squad will not respond unless a device has been located. 
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10. Staff will immediately evacuate if information from the caller indicates the bomb is 

set to go off in a short amount of time. Remember, you cannot use cell phones or 
overhead paging, as they might detonate a bomb if there is one. 

 
11. The decision to stay and search will be made by the supervisor or other Agency 

administrator.  
 

12. If informed to do so, staff will do a quick inspection of their own work area. Look for 
anything out of place or that does not belong there.  

 
13. Scan the room quickly. Start by looking in a circle at the area from the ceiling to 

the level of your shoulders; then do another circular scan at the section of the 
room that is between your shoulders and knees. Finish off with a last scan of the 
section of the room that is within the area from the level of your knee to the floor. 
This search should not take more than twenty seconds.  

 
14. Do not forget to check common areas such as bathrooms and reception areas. 

Check garbage pails and potted plants. Inspect the outside perimeter of the 
building as well. 

 
15. DO NOT change the environment in any way.  Do not turn lights or electronics off 

or on.  Do not use cell phones or paging systems.  Do not slam doors. 
 

16. If you find anything suspicious, DO NOT touch it. 
 

17. Evacuate immediately and notify your supervisor of any unusual packages or 
objects that do not belong in the work area. 

 
18. Notify your supervisor of any individuals or vehicles in the area of the building 

appearing suspicious in nature. 
 

19. If an explosion occurs in the facility, employees should follow the emergency 
procedures for a fire and Operation PAR’s Evacuation and Temporary Sheltering 
procedures. 

 
20. Agency and clients’ medications and supplies will be replaced as soon as possible 

following the emergency if necessary.  
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IV-5.5.1 Action Task:  In the event of a bomb threat, supervisors and the Area Safety 

Coordinator (or Designee) shall: 
 

1. Verify that 911 has been called. 
 

2. If time permits, instruct personnel to do a quick check of their own area for 
anything suspicious.  

 
3. Remind them not to change the environment. 

 
4. Check common areas of the building and building perimeter. 

 
5. Evacuate personnel to an outside area as a group away from the facility. 
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BOMB THREAT CHECKLIST 
 
 
Time of Call: ______________________________________________________ 
 
Exact Words of the Caller: _____________________________________________________ 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
 
QUESTIONS TO ASK THE CALLER: 
 
When is the bomb going to explode?  ____________________________________________ 
Where is the bomb?  __________________________________________________________ 
What does the bomb look like?  _________________________________________________ 
What kind of bomb is it? _______________________________________________________ 
What will cause the bomb to explode? ___________________________________________ 
Did you place the bomb in the building?  _________________________________________ 
Why?_______________________________________________________________________ 
Where are you calling from?  ___________________________________________________ 
What is your name?  __________________________________________________________ 
 
CALLERS VOICE (Circle all that apply) 
 

Calm Disguised Nasal Angry Broken Male 

Stutter Slow Sincere Lisp Rapid Female 

Giggling Deep Crying Squeaky Excited Sex Unknown 

Stressed Accent Loud Slurred Normal  

 
 
If the voice is familiar, who did it sound like?  _____________________________________ 
Were there any background noises?  ____________________________________________ 
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Person receiving phone call: ___________________________________________________ 
Telephone number call received at:  _____________________________________________ 
 
IV-5.6 Suspicious Mailings 
 
If a suspicious envelope or package is discovered, employees shall: 
 

1. Leave any suspicious mailing alone.   
 

2. If you have opened a suspicious letter or box, immediately put it down. Do not 
continue to handle it in any manner. 

 
3. Leave the vicinity immediately. 

 
4. Seal and secure the area. Nobody should enter the area. 

 
5. Anybody who had contact with the mail or package should wash with soap and 

water and remove clothing, if possible. 
 

6. Contact 911. 
 

7. Notify the Program Manager and the Area Safety Coordinator or designee. 
 

 
IV-5.6.1 Action Task:  In the event of suspicious mail/package, the Area Safety 

Coordinator (or designee) shall: 
 

1. Verify that 911 had been called. 
 

2. Verify the area containing the suspicious mailing has been secured. 
 

3. Make sure that nobody can enter the area.  
 

4. Evacuate employees, visitors and clients until it is safe to return to work by the 
authorities. 

 
5. Assist Law Enforcement when they respond. 
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6. If necessary, relocation of clients or programs will be carried out according to 
Operation PAR Inc.’s Evacuation and Temporary Sheltering Procedure, Chapter 
III-8 of this Plan.    

 
7. Agency and clients’ medications and supplies will be replaced as soon as possible 

following the emergency if necessary.  
IV-5.7      Terrorist Violence 
 
Threats of terrorism are not strictly related to international causes and political disputes. Many of 
the incidents occurring in the world today are related to domestic incidents ranging from work 
place disputes to difficulties encountered in personal relationships.   
 
Terrorism may come in many forms from bomb threats and hazardous mailings to air crashes. 
There is only so much preparation and training that can be provided for these totally random 
and unpredictable types of attacks. Operation PAR, Inc. has included guidelines for what the 
Agency feels would be the most probable types of terrorism. 
 
During incidents of terrorist violence, employees shall: 
 

1. Seek cover immediately. 
 

2. Escape the area if possible. 
 

3. If gunfire is present, stay down on the floor. 
 

4. When in a safe location call 911. 
 

5. Descriptions of the attacker(s) and the type of weapon(s) are helpful, however, at 
no time should employees expose themselves to additional risk to gain information 
regarding the attackers. 

 
6. If an explosion or fire occurs in the facility employees should follow the emergency 

procedures for a fire. 
 

7. If necessary, relocation of clients or programs will be carried out according to 
Operation PAR Inc.’s Evacuation and Temporary Sheltering Procedure, Chapter 
III-8 of this Plan. 

 
8. Agency and clients’ medications and supplies will be replaced as soon as possible 

following the emergency if necessary.  
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IV-5.8 Biological/Chemical/Radiological Agents 
 
If there is a report of a terrorist attack involving bio-chemical or radioactive agents, employees 
shall: 
 

1. Immediately turn off all air conditioning or heating systems. 
 

2. Wait for the authorities to instruct you as to whether it is preferable to evacuate 
immediately or seek shelter and seal the premises.  This will depend on the 
chemical agent being employed. 

 
IV-5.8.1 Action Task:  In the event of a terrorist attack involving biological/ 

chemical/radiological agent, the Area safety Coordinator or Designee shall:     
                      

1. Verify the air conditioning and heating system has been shut down.  
 

2. Monitor television or radio broadcast for information on how to proceed. 
 

3. Assist in the evacuation of clients, individuals and employees, if that is the 
government’s recommended plan of action.  

 
4. Assist in securing the facility to restrict airflow if that is the government’s 

recommended plan of action.  
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IV-5.9 Public Demonstrations 
 
The local police agencies will be contacted and advised of any specific problems impacting a 
facility. At such times the response of the police department may be limited. In order to provide 
for the safety and security of our personnel, it may be necessary to utilize private security 
personnel. 
 

1. Private security may be provided for the facility and the parking lots. 
 

2. All employees will enter the facility through one entrance. The Area Safety 
Coordinator or designee will designate the entrance to be used. 

 
3. Each employee must display their ID badge. Employees may be denied access to 

the building without their ID badge. Management will determine if another form of 
identification, such as a driver’s license, will be accepted. 

 
4. Any individual employee who receives a threat or is involved in harassing behavior 

from demonstrators shall report this event immediately to their supervisor and 
Area Safety Coordinator or designee. 

 
5. Employees should not engage in disputes with demonstrators. If possible, 

protected parking will be established, allowing employees to park and then enter 
without walking through demonstrators. 

 
6. Keep all exterior doors closed and locked. Exiting will only be allowed through the 

designated doorway for the facility. 
 

7. Employees should refer all media inquiries to the CEO or COO or designee per 
the Operation PAR, Inc. Media Release Policy. 

 
IV-5.9.1 Action Task:  In the event of public demonstrations, the Area Safety                                 
 Coordinator (or designee) shall: 
 

1. Make appropriate arrangements for private security personnel, if directed by the 
program or facility manager. 
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2. Determine which access point will be utilized by employees. 

 
3. Establish a system to approve entrance by visitors. 

 
4. Notify the local authorities of all activities relating to demonstrations, threats, 

harassments and bomb threats - Local Police - 911. 
 

5. Direct all media inquiries to the CEO or COO or designee. 
 

6. If necessary, relocation of clients or programs will be carried out according 
Operation PAR Inc.’s Evacuation and Temporary Sheltering procedures. 
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IV-5.10 Rioting and Looting 
 
Every attempt will be made by management to inform all employees of these conditions prior to 
their arrival at the facility.  
 

1. At no time are employees expected to, nor should they attempt to, participate in 
efforts to stop looting or removal of property from the facility. 

 
2. If the disturbance should occur during normal business hours, notify the Police at 

911. 
 

3. Contact the Program/ Facility Manager and Area Safety Coordinator or designee 
and advise of the conditions. If the events appear threatening to personal safety, 
seek assistance from a superior and leave as soon as it is safe to do so. 

 
IV-5.10.1 Action Task:  In the event of rioting and looting, the Emergency                                                
 Response Caller shall: 
 

1. Notify police 911. 
 
IV-5.4.2 Action Task:  In the event of rioting and looting, Supervisors and the Area 

Safety Coordinator (or DESIGNEE) shall: 
 

1. Notify authorities at 911, if not already informed. 
 

2. If safe to do so, evacuate personnel, clients and visitors to an outside area as a 
group, as far away from the facility as possible.   

 
3. If necessary, contact the Transportation Department and make arrangements for 

vans to transport clients and employees away from the facility when it is safe to do 
so. 

 
4. If necessary, relocation of clients or programs will be carried out according to 

Operation PAR Inc.’s Evacuation and Temporary Sheltering procedures. 
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5. Agency and clients’ medications and supplies will be replaced as soon as possible 
following the emergency if necessary.  

 
 
 
 
Chapter V  
 
EVACUATION AND TEMPORARY SHELTERING PROCEDURES 
 
The following procedures are to be utilized by Operation PAR, Inc. employees at all sites for the 
evacuation and temporary sheltering of employees and clients in the event of an emergency 
situation impacting the facility. The following procedures would be implemented following 
evacuation procedures for any of the emergency situations described in this Plan. 
 

1. Localized Incident of Short Duration Impacting Only Partial Facility 
 

a. This would involve a situation such as damage caused to one or more 
buildings, but not the entire facility, from an emergency such as a fire or 
weather related emergency. 

 
b. Maintain the safety of employees, clients, and visitors.  Immediately move to an 

area that will not be impacted by operations being conducted to restore or 
resolve the emergency situation. Staff will direct clients and visitors and check 
offices and common areas during egress to facilitate a timely and complete 
evacuation of affected areas.  

 
c. After evacuating the building, employees will direct clients and visitors to a 

designated safe zone. Employees will check in with their supervisors and 
inform them of any individuals they believe to be missing. In residential 
facilities, a roll call or head count of the clients will be conducted. 

 
d. No employees or clients will reenter the affected building or portion of building 

until it is deemed safe to do so.   
 

e. It may be necessary to temporarily relocate affected program services to a 
different area of the facility until repairs are completed. 

 
f. Agency and clients’ medications and supplies will be replaced as soon as 

possible following the emergency, if necessary.  
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2. Localized Incident of Longer Duration Impacting Entire Facility 
 

a. This would involve a situation such as a tornado, flood or fire. 
 

 
b. Maintain the safety of employees, clients, and visitors.  Immediately move to an 

area that will not be impacted by operations being conducted to restore or 
resolve the emergency situation. Employees will check common areas, 
bathrooms, offices, etc. in the evacuation path to make sure employees, clients 
and visitors have evacuated the affected areas. 

 
 

c. After evacuating the building, employees will direct clients and visitors to a 
designated safe zone. Employees will check in with their supervisors and 
inform them of any individuals they believe to be missing. In residential facilities 
a roll call or head count of the clients will be conducted. 

 
d. No employees or clients will reenter a damaged building until it is deemed safe 

to do so.  
 

e. It may be necessary to temporarily relocate affected program services to a 
different facility until repairs are completed. 

 
f. Following an unpredicted emergency impacting an entire facility, current client 

information will be accessed from any unaffected Operation PAR facility. 
Clients will be contacted, as appropriate, to be advised of any changes to 
services and/or locations.    

 
g. Following an unpredicted emergency it may be necessary to return residential 

clients in voluntary programs to their family homes until program operations are 
stabilized. 

 
h. Contact other Operation PAR, Inc. facilities for bed/space availability. 

 
i. Coordinate logistics of temporary service provision at the receiving facility with 

the administrator and program managers. 
 

j. Inform clients and families of the new location and any anticipated service 
changes or interruptions. 

 
k. If the affected program provides residential or inpatient services: 
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l. Arrangements will be made for transportation of clients to the assisting facility. 

 
 
 

m. Coordinate meal services and medication services with the receiving facility. 
 

n. Agency and clients’ medications and supplies will be replaced as soon as 
possible following the emergency if necessary.  

 
o. ADM, CFBHN and 211 will be notified of the change in service location, service 

changes or interruptions, and the projected date for return to the original location. 
 

3. Community Wide Emergency 
 

a. This would involve a situation such as a hurricane. 
 

b. Maintain the safety of employees, clients, and visitors.   
 

c. Outpatient services and admission to residential, Detox or crisis treatment may 
be suspended until operations are fully stabilized. CFBHN, ADM, and 211 
contacts will be notified of program closures. 

 
d. Persons in acute crisis will be directed to psychiatric facilities or medical 

hospitals for admission. 
 

e. Prior to the on-set of a predictable emergency, residential or inpatient clients in 
voluntary programs, who have access to homes with natural or foster families, 
will be returned to that home whenever possible. 

 
f. Prior to the on-set of a predictable emergency or evacuation, employee 

volunteers and Emergency Response Team members will be given time to 
secure their homes and families before returning to aid in the management of 
the clients for the duration of the emergency.   

 
g. Prior to a predicted emergency that may impact an entire facility or area, 

current client and employee information will be printed and located off property. 
This information will also be accessible remotely or through any unaffected 
Agency facility. Clients and employees will be contacted, as appropriate, to be 
advised of any changes to services and/or locations.    
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h. All employees at the evacuation site will be required to have an Operation PAR 
identification badge visible so they are easily distinguishable from clients and 
visitors.  

 
i. Non-residential facilities and administrative offices will be closed until the 

emergency situation is stabilized. 
 

j. The Emergency Response Team will monitor community wide emergencies or 
weather conditions as described in Chapter III-4.3 of this Plan. 

 
k. Inpatient and Residential Program Managers will be notified if the Emergency 

Response Team decides evacuation is necessary.   
 

l. Clients and their families will be informed of the evacuation plan. 
 

m. Arrangements, per prior agreement, will be made for the delivery of emergency 
food supplies and medications. 

 
n. Agency and clients’ medications and supplies will be replaced as soon as 

possible following the emergency, if necessary. 
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Chapter VI 
 
Terminating the Emergency 
 
This section of the Emergency Action Plan will deal with those activities necessary to support 
employees and clients during and following an emergency situation and those activities 
necessary for the continued operations of Operation PAR, Inc.’s programs. 
 
 
VI-1 Restoration of Operations 
 
The restoration of facility operations and services will be based on the extent of damage 
suffered to the facility. If services are interrupted at multiple sites due to facility damage, the 
Emergency Recovery Team will concentrate efforts to open top priority programs first, according 
to the “Priority Program Reopening Schedule”.  The Emergency Recovery Team will need to 
coordinate activities that can be accomplished with available staff and resources and arrange for 
external contractors, as needed. ADM, CFBHN, and 2-1-1 will be updated on program activity 
and locations as services are restored.   
 
VI-2 Documentation 
 
Documentation of emergency activities is of critical importance following the emergency 
situation. All records and forms used during the incident to document activities must be retained 
for future reference with copies sent to the Risk Management & Safety Department. 
 
VI-2.1 Responsibility for Incident Documentation 
 

1. Following an emergency situation, the Area Safety Coordinator will have the 
responsibility of collecting all records and forms used during the incident.  These 
will be used for several purposes such as incident investigation, insurance claims, 
and potential legal actions. 

 
2. The Area Safety Coordinator must prepare a report documenting activities that 

took place during the emergency situation. 
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3. The report of the Area Safety Coordinator and all related documentation will be 
submitted to the Risk Management & Safety Director Department for review and 
necessary follow-up actions. 

 
4. The report findings and necessary corrective actions will be reported to the 

President of Operation PAR, Inc. via the Chief Operating Officer. 
VI-3 Incident Investigation 
 
The emergency situation must be investigated as soon as possible following its occurrence. The 
investigation is designed to determine why the incident occurred and what Operation PAR, Inc. 
can do, if anything, to prevent a reoccurrence in the future. In general, the local governmental 
authorities will conduct investigations related to fires and explosions. The local fire and police 
departments will generally solicit input and assistance from facility personnel during the 
investigation process. The Area Safety Coordinator will be the focal point for Operation PAR, 
Inc. during 
initial phases of the investigation. 
 
VI-3.1 Investigation Responsibilities 
 
The Vice President of Facilities Management and the Emergency Recovery Team are 
responsible for ensuring than an incident investigation is conducted following all emergency 
situations that occur at a facility. 

 
1. For small incidents this investigation will normally be conducted utilizing Operation 

PAR, Inc. employees. The Vice President of Facilities Management will provide 
assistance as needed in conducting the incident investigation. 

 
2. For large incidents, especially those involving loss of life, local, state, and federal 

authorities will generally lead in conducting the investigation.  The Vice President 
of Facilities Management will assist the local authorities as needed. 

 
VI-4 Damage Assessment 
 
Following an incident, an assessment of damage that has occurred to facility properties and 
equipment must be conducted. The major emphasis of this assessment will be to determine any 
damage to facilities, safety hazards and repairs that must be initiated to minimize further 
damage and restore the facility for the continuation of business and service provision. 
 
VI-4.1 Responsibility for Damage Assessment 
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The Vice President of Facilities Management and the Emergency Recovery Team will have the 
main responsibility for conducting the damage assessment following an incident. Assistance will 
be obtained as needed from Operation PAR, Inc. personnel and outside organizations such as 
structural engineers and local government officials. 
 
 
 
VI-5 Post-Emergency Activities 
 
Post-emergency activities are those that tend to the welfare of facility personnel and review of 
facility actions during the incident. 
 
VI-5.1 Incident Debriefing 
 
The incident debriefing is utilized to inform employees about any hazards that may still remain 
on the facility property following the incident and to identify unsafe conditions that may exist. 
 
Some employees and clients may be profoundly impacted from the events surrounding the 
incident, especially those involving injuries or loss of life. It may be necessary to provide critical 
incident stress debriefing sessions following such incidents. The Risk Manager will coordinate 
these sessions with the Crisis Response Team if necessary. 
 
VI-5.2 Critique 
 
The critique of the incident is basically a review of what actions took place during the incident, 
both good and bad. A critique is not designed to place blame, but rather allow for the flow of 
ideas and recommendations to improve the Emergency Action Plan and facility and/or agency 
policies and procedures. The Vice President of Facilities Management and the Program 
Manager will coordinate critiques. 
 
VI-6 Community Outreach Services 
 
ADM Staffing Assistance - Following a community-wide emergency, many individuals will 
require support from organizations such as Operation PAR, Inc. Operation PAR’s first priority 
will be to provide support to our current clients and to our staff. Assistance will be provided, as 
requested and within our capabilities, to assist in ADM staffing or American Red Cross shelters, 
FEMA emergency application centers, and other areas as requested. 
 
Outreach to Disaster Relief Workers - Disaster relief workers may suffer from “burn-out” during 
the acute phase of the emergency, during the fade-out” phenomenon toward the end of the 
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recovery period, and after the workers have returned to their normal lives and work. Operation 
PAR, Inc. will provide assistance to such individuals as requested. 
 
 
 
 
 
 
VI-7 Support Services During and After an Emergency 
 
The following will address those support services that Operation PAR, Inc. will provide to 
employees and their families, clients, and the community. Operation PAR, Inc. will participate as 
part of the community response effort as coordinated  by the State of Florida Department of 
Children and Family Services, District Alcohol, Drug Abuse and Mental Health program office 
staff, and the Disaster Recovery Leadership Network to provide for the protection and care of 
current clients, the extension of services to new clients devastated by the emergency, and the 
mental health support of the cadre of recovery workers. 
 
Preparedness - The Operation PAR, Inc. Emergency Action Plan has been designed to meet 
the needs of its employees, clients, and visitors in providing for their safety during and following 
an emergency situation that impacts the facility. During and after an emergency situation, clients 
and staff will be placed under significant stress and will need extraordinary support services. Of 
critical importance for these individuals will be safe and supportive housing, crisis intervention, 
psychiatric services, replacement of medications and case management. 
 
Care and Support of Operation PAR Staff and Family - It is imperative that we address the 
needs of staff members, to provide care for our current clients, and to conduct community 
outreach programs during and following the emergency.   
 
Following a community-wide emergency, Operation PAR, Inc. will provide as much assistance 
as possible to staff that have sustained substantial losses. 
 
 
 
 
 
 
 
 



SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

INSURER(S) AFFORDING COVERAGE

INSURER F :

INSURER E :

INSURER D :

INSURER C :

INSURER B :

INSURER A :

NAIC #

NAME:
CONTACT

(A/C, No):
FAX

E-MAIL
ADDRESS:

PRODUCER

(A/C, No, Ext):
PHONE

INSURED

REVISION NUMBER:CERTIFICATE NUMBER:COVERAGES

IMPORTANT:  If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement.  A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW.  THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

OTHER:

(Per accident)

(Ea accident)

$

$

N / A

SUBR
WVD

ADDL
INSD

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED.  NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

$

$

$

$PROPERTY DAMAGE
BODILY INJURY (Per accident)

BODILY INJURY (Per person)

COMBINED SINGLE LIMIT

AUTOS ONLY

AUTOSAUTOS ONLY
NON-OWNED

SCHEDULEDOWNED
ANY AUTO

AUTOMOBILE LIABILITY

Y / N
WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

OFFICER/MEMBER EXCLUDED?
(Mandatory in NH)

DESCRIPTION OF OPERATIONS below
If yes, describe under

ANY PROPRIETOR/PARTNER/EXECUTIVE

$

$

$

E.L. DISEASE - POLICY LIMIT

E.L. DISEASE - EA EMPLOYEE

E.L. EACH ACCIDENT

ER
OTH-

STATUTE
PER

LIMITS(MM/DD/YYYY)
POLICY EXP

(MM/DD/YYYY)
POLICY EFF

POLICY NUMBERTYPE OF INSURANCELTR
INSR

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES  (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

EXCESS LIAB

UMBRELLA LIAB $EACH OCCURRENCE

$AGGREGATE

$

OCCUR

CLAIMS-MADE

DED RETENTION $

$PRODUCTS - COMP/OP AGG

$GENERAL AGGREGATE

$PERSONAL & ADV INJURY

$MED EXP (Any one person)

$EACH OCCURRENCE
DAMAGE TO RENTED

$PREMISES (Ea occurrence)

COMMERCIAL GENERAL LIABILITY

CLAIMS-MADE OCCUR

GEN'L AGGREGATE LIMIT APPLIES PER:

POLICY PRO-
JECT LOC

CERTIFICATE OF LIABILITY INSURANCE DATE (MM/DD/YYYY)

CANCELLATION

AUTHORIZED REPRESENTATIVE

ACORD 25 (2016/03)
© 1988-2015 ACORD CORPORATION.  All rights reserved.

CERTIFICATE HOLDER

The ACORD name and logo are registered marks of ACORD

HIRED
AUTOS ONLY

���������

:DOODFH :HOFK 	 :LOOLQJKDP� ,QF�
��� �VW $YH� 6R�� �WK )ORRU
6DLQW 3HWHUVEXUJ )/ �����

������������ ������������
FHUWLILFDWHV#Z�LQV�FRP

6FRWWVGDOH ,QVXUDQFH &R� �����
23(53$5��� 0DUNHO *OREDO 5HLQVXUDQFH FRPSDQ\ �����

2SHUDWLRQ 3DU� ,QF�
���� ��WK 6W 1RUWK
3LQHOODV 3DUN )/ �����

$VVRFLDWHG ,QGXVWULHV ,QV &R�� ,QF� �����
/OR\G
V /RQGRQ
568, ,QGHPQLW\ &RPSDQ\ �����

����������

$ ; ���������
; �������

�����

���������

���������
;

236������� �������� ��������

���������

/LTXRU /LDELOLW\ ����������
% ���������

;

; ;

),7$8��������� �������� ��������

$ ; ���������
;

;/6������� �������� ��������

���������

& ;

1

$:&������� �������� ��������

�������

�������

�������
$
'
(

3URIHVVLRQDO /LDELOLW\
&\EHU /LDELOLW\
'	2�(3/,

236�������
(6+���������
133������

��������
��������
��������

��������
��������
��������

(DFK &ODLP�$JJUHJDWH
(DFK &ODLP�$JJUHJDWH
(DFK &ODLP�$JJUHJDWH

���������������
���������������
���������������

([FHVV /LDELOLW\ LV 2QO\ ([FHVV RI $XWR /LDELOLW\�
'	2�(3/ 'HGXFWLEOH ���������������
3URIHVVLRQDO /LDELOLW\ /LPLWV ���������� (DFK &ODLP����������� $JJUHJDWH /LPLW � 1R 'HGXFWLEOH
&\EHU 'HGXFWLEOH �������� $EXVH�0ROHVWDWLRQ � &RYHUHG XQGHU *HQHUDO /LDELOLW\ � (DFK &ODLP�$JJUHJDWH /LPLWV � ��������������������� �
1R 'HGXFWLEOH� &ULPH &RYHUDJH �
7UDYHOHUV &DVXDOW\ 	 6XUHW\ &R 1$,& ������ � ������ � ������
(PSOR\HH 7KHIW /LPLW ��������� ������ 'HGXFWLEOH
3URSHUW\ &RPSDQ\ /OR\GV � $0 %HVW ������� � $,,1� $$��������

)RU ,QIRUPDWLRQ 3XUSRVHV 2QO\



Budget Category/Line Item
Program Budget - 

Total
Pinellas CARES Grant

Personnel (salaries, wages, benefits, payroll taxes, time 
allocation on the project for all personnel involved in program) $0 $0
Equipment (computers, furniture, etc., less than $3,000 per 
item) $123,045 $123,045
Supplies (office materials, program related purchases, 
program necessities to deliver services, etc.) $26,250 $26,250
Occupancy (property rent, mortgage, utilities, telephone, 
internet, etc. assigned as program expenses) $0 $0
Local Travel (mileage, tolls, parking for regular local travel, 
rental/leasing cost of transportation) $0 $0
Training (staff development, conferences, long distance 
travel) $0 $0
Design, Printing, Marketing & Postage (for direct 
program related services only) $0 $0
Capital (Buildings, vehicles, equipment $3,000 or more per 
item. The purchase of capital must represent the lower cost 
option for the period during which the purchased asset would 
be used for COVID-response activities) $253,484 $253,484
Purchased Services (consultants, legal, accounting services, 
logistical partner costs, technology enhancements, computer 
software licensing/agreements) $0 $0
Indirect Costs (pre-negotiated federal rate, de 
minimus rate of 10%, or none) $0 $0

TOTAL $402,779 $402,779

FROM (date): October 2020  TO (date): December 30, 2020

Pinellas Community Foundation

Pinellas CARES Nonprofit Partnership Fund Grant Application

Project Name: PAR COVID-19 Precautions and Behavioral health Outreach Technology (PARbot) 
Extension Program

Organization Name: Operation PAR
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Pinellas Community Foundation 
PCF CARES Application 

BUDGET NARRATIVE FORM 
 
BRIEF INSTRUCTIONAL VIDEO – CLICK LINK - https://youtu.be/s5kkxsaQkCg 
 
If you are applying under multiple funding areas, please indicate which funding area (food, behavioral 
health, and/or eviction mitigation through legal aid) each cost belongs to. 
 
This narrative is to explain the costs in the Pinellas CARES Grant Column of the Budget Summary 
 
Organization Name: Operation PAR Inc. 
Project Name: PAR COVID-19 Precautions and Behavioral health Outreach Technology (PARbot) 
Extension Program 
FROM (month/year): October 2020             TO (month/year):  December 2020 
  
ALL DESCRIPTIONS BELOW SHOULD BE CLEAR AS TO HOW REQUESTED FUNDS BY AREA RELATE TO 
ADDITIONAL COSTS THAT WOULD NOT HAVE BEEN INCURRED OR PLANNED IF NOT FOR COVID-19 
 
Personnel (salaries, wages, benefits, payroll taxes, time allocation, and a brief description of the 
responsibilities on the project for all personnel involved in program) 
Define each position and indicate how the costs you are requesting expands your COVID-19-related 
programming and/or how it was unbudgeted as of 3/1/2020 or later. Be sure to include as much detail 
as possible for each position, e.g. rate per hour and number of hours for new position due to COVID-19 
or increased hours as a result of COVID-19 (see example if needed). 
 
$0 
 
Equipment (computers, phone, furniture, etc., less than $3,000 per item) 
Define each individual piece of equipment, where it will be purchased from, how much it costs, and how 
the costs you are requesting expands your COVID-19-related programming. Including estimates, quotes, 
or print offs from a supplier website is helpful to defend these costs.  
 
Laptops with cameras for Residential clients to attend school or work. We are buying the Dell Latitude 
3510 model laptop directly from Dell and the cost per laptop is $870 x 6 = $5,220  
The laptops will be used by residential clients to attend school or work remotely. As many classes and 
workplaces have shifted to online learning/working remotely due to the pandemic, clients have an 
increased need for access to laptops. Because these are adult clients in treatment, they do not have 
access to the resources provided by the Pinellas County School District. These 6 new laptops will enable 
clients to continue with work and/or school while in treatment. 
 
The following costs are for our Behavioral health Outreach Technology (PARbot) Extension Program. The 
pandemic has made it necessary for PAR to move all Outpatient treatment to telehealth services. 
Operation PAR currently has one telehealth cart, or PARbot (PAR Behavioral health Outreach 
Technology) unit installed at Morton Plant Hospital, a BayCare System hospital, staffed by one 
Medicated Assisted Treatment (MAT) Peer Counselor. Operation PAR also has a Peer Counselor for one 
shift in the Pinellas County Jail to complete screening and referral for individuals brought in by law 
enforcement due to substance use. The mobile telehealth carts stationed in key locations where people 
in need of emergency access to substance use assistance can quickly and easily get in touch with a 
professional. With the touch of a screen, individuals in crisis are face to face with an Operation PAR 

https://youtu.be/s5kkxsaQkCg
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team member who can assess the situation and set them on the path to recovery. The overwhelming 
success of this pilot program demonstrates the urgent need to expand. Keeping up with the rising 
demand for these services will require Operation PAR to acquire the following equipment to expand our 
telehealth program. 
 

Telehealth carts: We are buying the Lund Tablet Roll Stand model from Innovative Medical 
Systems and the cost per cart is $798 + $30 shipping for a total of $828/ea x 5 = $4,140.00 
 
iPads for Telehealth carts: We are buying the iPads from Apple for $329 x 5 = $1,645.00 
 
Cases for iPads: We are buying the OtterBox Defender series case for the iPads from Amazon for 
$89.95 x 5 = $449.75  

 
Tablets for MAPS Clearwater: We are buying the iPads from Apple for $329 x 10 = $3,290.00 
The tablets will be used to allow clients to access their counselor via video conferencing in order to 
maintain proper social distancing. These tablets will help eliminate barriers to accessing video-based 
therapy for clients that do not have the means to procure them on their own. 
 
While we are moving all Outpatient services to telehealth, Operation PAR still has a strong need to see 
certain clients in person. Those programs that require clients to be at our facilities include our 
residential programs, detox as well as out Medication Assisted Treatment (MAT) program. In order to 
ensure the safety of our clients while they are on property, we are requesting funds for air conditioning 
purifiers. These purifiers will cleanse the air of particulates that may contain the virus as the air is 
circulated through the AC system. This Guidance on Preparing Workplaces for COVID-19 document from 
OSHA with guidance from the CDC specifies that installing high efficiency air filters and increasing 
ventilation rates will help reduce exposure to COVID-19 in the workplace: 
https://www.osha.gov/Publications/OSHA3990.pdf.  
 
Air Conditioning Purifiers: We are buying the Air Knight UV Air Purification system from Bentzel 
Mechanical Services for $1,900/ea x 57 for the locations listed below. 57 x $1,900 = $108,300. 

x Largo Campus – 32  
o Y Building – 12 
o Dining Room – 2 
o PAR Village – 10  
o PAR Village Dining Room – 1 
o B Building (2nd floor) – 6  
o ARC Group Room – 1  

x Highpoint Campus – 11 
o MAPS – 5 
o Case Management – 5 
o Dining Room – 1 

x Olive B. McLin Center – 1  
x Academy for Behavioral Change – 9 

o School Building – 2  
o Residential – 3 
o Dining Room – 2  
o Lobby – 2  

x Park Center Administrative Offices – 4  
o HR – 2  
o Lobby – 2  

https://www.osha.gov/Publications/OSHA3990.pdf
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 Equipment Subtotal = $123,044.75 
 
Supplies (office materials, program related purchases, program necessities to deliver services, etc.) 
Define each supply requested, where it will be purchased from, how much it costs, and how the costs 
you are requesting expands your COVID-19-related programming.  
 
Barrier Shields for desktop computers: We are buying the MojoDesk PlexiGuard dividers from 
MojoDesk for $170/ea x 125 for all Pinellas County locations serving clients. 125 x $170 = $21,250. 
While we are moving all Outpatient services to telehealth, Operation PAR still has a strong need to see 
certain clients in person. Those programs that require clients to be at our facilities include our 
residential programs, detox as well as out Medication Assisted Treatment (MAT) program. In order to 
ensure the safety of our clients while they are on property, we are requesting funds for Barrier Shields 
for desktop computers. This Guidance on Preparing Workplaces for COVID-19 document from OSHA 
with guidance from the CDC specifies that installing physical barriers will help reduce exposure to 
COVID-19 in the workplace: https://www.osha.gov/Publications/OSHA3990.pdf. These barriers will 
protect devices from contamination.   
 
Additionally, to keep up with safety requirements we will need more PPE including masks, gowns, 
gloves, soap, hand sanitizer, etc. We are requesting $5,000 for these expenses. This Guidance on 
Preparing Workplaces for COVID-19 document from OSHA with guidance from the CDC recommends 
regular cleaning and wearing PPE for those in the same facility to help reduce the spread of COVID-19 in 
the workplace: https://www.osha.gov/Publications/OSHA3990.pdf. 
 
 Supplies Subtotal = $26,250.00 
 
Occupancy (property rent, mortgage, utilities, telephone, internet, etc. assigned as program expenses) 
Define each occupancy-related item, the supplier of the service, how much it costs, the % which is 
appropriately allocated to this grant, and how the costs you are requesting expands your COVID-19-
related programming.  
 
$0 
 
Local Travel (mileage, tolls, parking for regular local travel, rental/leasing cost of transportation) 
Define each travel item, the person who will be incurring the cost (for staff travel), the supplier of the 
services (for rental/leasing), and how the costs you are requesting expands your COVID-19-related 
programming. 
 
$0 
 
Design, Printing, Marketing & Postage (for direct program related services only) 
Define each item, the supplier of the services, the cost, and how the costs you are requesting expands 
your COVID-19-related programming. 
 
$0 
 
Capital (buildings, vehicles, equipment $5,000 or more per item. The purchase of capital must represent 
the lower cost option for the period during which the purchased asset would be used for COVID-
response activities)  

https://www.osha.gov/Publications/OSHA3990.pdf
https://www.osha.gov/Publications/OSHA3990.pdf


4 
 

Define each item, the vendor who will supply the capital item, or construct the item, and provide a 
defense for how the purchase of this item costs less than the leasing of the item for the grant period. 
Also explain how this item is necessary for the expansion of your COVID-19-related programming. 
 
Clorox 360 Machines: While we are moving all Outpatient services to telehealth, Operation PAR still has 
a strong need to see certain clients in person. Those programs that require clients to be at our facilities 
include our residential programs, detox as well as out Medication Assisted Treatment (MAT) program. In 
order to ensure the safety of our clients while they are on property, we are requesting funds for Clorox 
360 Electrostatic Sprayers. This Guidance on Preparing Workplaces for COVID-19 document from OSHA 
with guidance from the CDC recommends regular cleaning to help reduce the spread of COVID-19: 
https://www.osha.gov/Publications/OSHA3990.pdf. This equipment will allow staff to go above and 
beyond to ensure a clean environment for our clients.  
 
We are buying the Clorox 360 Electrostatic Sprayer model from Schilling Supply for $4,498/ea x 10 for 
the locations listed below. 10 x $4,498= $44,980. 

x Largo Campus – 5 
o Y Building – 1 
o B Building – 1 
o PAR Village – 1  
o PAR Village Dining Room – 1  
o Dining Room – 1 

x Highpoint Campus – 2 
o MAPS – 1 
o Detox – 1 

x Outpatient South – 1  
x Academy for Behavioral Change – 1 
x Park Center Administrative Offices – 1 

 
HelloSign, RXConnect, and Medbank dispensing machine: As Operation PAR increases our remote 
telehealth services, there is a reduced need for many clients to be seen in person. To facilitate a 100% 
remote experience for outpatient clients, Operation PAR is seeking the following software to assist in 
eliminating the need for clients to be seen in person simply for the purpose of handling paperwork.  
 
The HelloSign is an eSignature (electronic signature) that allows clients to sign documents online, 
instead of using pen and paper. HelloSign provides an easy-to-use, HIPAA-compliant solution for PAR to 
send documents to clients for signature online. 
 
We are buying the HelloSign software for $7,000. While this is an annual cost, the initial first year 
payment would help us to set the foundation for year one so that Operation PAR can budget for this 
cost in future years. 
 
RxConnect is a web-based pharmacy solution specifically designed for medication dispensing, 
electronically connecting order entry with the dispensing capabilities of the automated dispensing 
machine (ADM) Medbank and connects with the electronic medication administration record (eMAR) to 
provide closed-loop medication management. The Rx Connect software and the Medbank medication 
dispensing machine will allow for medication to be maintained in the most clean and orderly way 
possible. The electronic management of medication ordering, administration and inventory will allow a 
closed loop medication management system with less room for error and reduce the need for staff to 
physically handle medications, thereby reducing the chance of exposing medication to viral and other 
contamination. As we work to reduce the possibility of viral contamination amid the COVID-19 

https://www.osha.gov/Publications/OSHA3990.pdf
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pandemic, the automation of medication dispensing will assist Operation PAR in eliminating potential 
exposure pathways. 
 
We are buying the RXConnect software ($107,421 - $104,595 for implementation plus $942/month x 3 
months), and the Medbank automated dispensing machine ($94,083 - $91,014 for implementation 
plus $1,023/month x 3 months) from Netsmart together will cost $201,504. Having these costs covered 
will go a long way to helping transition Operation PAR to a more streamlined operation that can more 
efficiently, safely, and effectively serve our clients as we work to move our services to digital and avoid 
unnecessary in person contact.  
 

Capital Subtotal = $253,484.00 
 
Purchased Services (consultants, legal, accounting services, logistical partner costs, technology 
enhancements, computer software licensing/agreements) 
Define each item, the vendor supplying the purchased services, the cost of the services per a specified 
period of time, and explain how this is necessary for the expansion of your COVID-19-related 
programming. 
 
$0 
 
GRAND TOTAL = $402,778.75 
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SPECIAL ORDER

All orders accepted subject to the approval of our Credit Department. This order, if accepted and entered, is not subject
to cancellation. Special Sizes and Grades subject to quantity variation.

MFG. NUMBER DESCRIPTION PRICE PER EXTENSIONQUAN. or
WGHT

Date:Sold To:

Salesman: 

Ship To:
TYPE OF

SPECIAL ORDER

New Account

Special Print

Drop Shipment

Bill & Hold

Stock

All Out

$

$

$

$

Total

Deposit

Second
Deposit

Final
Payment

255 Route 1 & 9 Jersey City, NJ 07306
www.imperialbag.com

Tel: (201) 437.7440 Fax: (201) 437.7134
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��b7KLUG�3DUW\�4XRWH�5HTXLUHG���&RQWDFW�3OH[XV�7HFKQRORJLHV�7HDP

� ($&+�02 ������� �� ���������

6RIWZDUH
2WKHU��UG3DUW\�*HQHULF�6XEVFULSWLRQ�
��b$YDWDU�,QWHUIDFH�)HH

� ($&+�02 ������ �� ���������

2WKHU��UG3DUW\�*HQHULF�6XEVFULSWLRQ�
��b0HG%DQN�,4�SURIHVVLRQDO�6LWH�3DFN

� ($&+�02 ������� �� ���������

+RVWHG�6\VWHP
3ODWIRUP�DV�D�6HUYLFH���3DD6 � ($&+�02 ������� �� ���������

7RWDO�)HHV ����������

��1HWVPDUW�7HFKQRORJLHV��,QF��_������&ROOHJH�%OYG�_�2YHUODQG�

3DUN��.6������



&OLHQW������������
6DOHV�2UGHU����62�����

4XRWH������������
4XRWH�'DWH������������

�4XRWH�([SLUDWLRQ������������

3DJH���RI�� 1HWVPDUW�7HFKQRORJLHV��,QF��_������&ROOHJH�%OYG�_�2YHUODQG�3DUN��.6������

7HUPV�DQG�&RQGLWLRQV

1HWVPDUW�3ULFLQJ�DQG�3D\PHQW�3ROLFLHV

$OO�IHHV�VHW�IRUWK�LQ�WKLV�TXRWH�DUH�GXH�QHW����GD\V��XQOHVV�RWKHUZLVH�VHW�IRUWK�LQ�WKH�PDVWHU�DJUHHPHQW�WKDW�LV�LGHQWLILHG�DW�WKH�HQG�RI�WKLV�TXRWH�b'HOLQTXHQW
DFFRXQWV�ZLOO�EH�VXEMHFW�WR�1HWVPDUW
V�'HOLQTXHQW�$FFRXQW�(VFDODWLRQ�3ROLF\bVHW�IRUWK�DW�KWWS���ZZZ�QWVW�FRP�$5SROLF\

7KH�IROORZLQJ�WHUPV�DSSO\�WR�WKLVbTXRWH�

9DOLG�XQWLO�WKH�H[SLUDWLRQ�GDWH�VKRZQ�DERYH�
6XEMHFW�WR�DQG�LQFRUSRUDWHV�WKH�WHUPV�DQG�FRQGLWLRQV�RI�WKH�PDVWHU�DJUHHPHQW�
8QOHVV�LGHQWLILHG�VHSDUDWHO\�EHORZ��GRHV�QRW�LQFOXGH�RQ�VLWH�VHUYLFHV�RU�DVVLVWDQFH��RU�FKDUJHV�IRU�WUDYHO�bOLYLQJ�H[SHQVH�RU�WUDYHO�WLPH�

�����RI�WKH�OLFHQVH��KDUGZDUH��KRVWLQJ�VHW�XS�IHHV�DQG��VW�\HDU�RI�VXSSRUW�DQG�PDLQWHQDQFH�FKDUJHV��SUR�UDWHG��DUH�GXH�RQ�WKH�GDWH�D�OHJDOO\
ELQGLQJ�FRPPLWPHQW�LV�H[HFXWHG�E\�\RX�DQG�1HWVPDUW��ಯ(IIHFWLYH�'DWHರ���b

7KH�LQLWLDO�WHUP�IRU�VXSSRUW�DQG�PDLQWHQDQFH�EHJLQV�RQ�WKH�(IIHFWLYH�'DWH�DQG�FRQWLQXHV�WKURXJK�'HFHPEHU����RI�WKH�WKHQ�FXUUHQW�\HDU��ZLWK�WKH
IROORZLQJ�-DQXDU\���EHLQJ�WKH�ಯ6XSSRUW�$QQLYHUVDU\�'DWHರ��b6XSSRUW�DQG�PDLQWHQDQFH�DXWRPDWLFDOO\�UHQHZV�RQ�DQ�DQQXDO�EDVLV�RQ�WKH�6XSSRUW
$QQLYHUVDU\�'DWH�XQOHVV�&OLHQW�JLYHV�1HWVPDUW�ZULWWHQ�QRWLFH�RI�WHUPLQDWLRQ�QRW�OHVV�WKDQ�QLQHW\������GD\V�SULRU�WR�WKH�QH[W�6XSSRUW�$QQLYHUVDU\�'DWH�
RU�LQ�DFFRUGDQFH�ZLWK�RWKHU�SURYLVLRQV�RI�WKH�PDVWHU�DJUHHPHQW�

&KDUJHV�IRU�+RVWLQJ��3DD6��6DD6�DQG�VXEVFULSWLRQ�VHUYLFHV�DUH�SD\DEOH�RQ�WKH�([HFXWLRQ�'DWH�

3URIHVVLRQDO�6HUYLFHV

� 4XRWHG�SURIHVVLRQDO�VHUYLFHV�WRWDOLQJ�OHVV�WKDQ�RU�HTXDO�WR���������DUH�SD\DEOH�RQ�WKH�(IIHFWLYH�'DWH�
� 4XRWHG�SURIHVVLRQDO�VHUYLFHV�WRWDOLQJ�PRUH�WKDQ���������ZLOO�KDYH�WKH�IROORZLQJ�SD\PHQW�WHUPV������GXH�XSRQ�WKH�(IIHFWLYH�'DWH�ZLWK�WKH
UHPDLQLQJ�����GXH����GD\V�DIWHU�WKH�(IIHFWLYH�'DWH�

)2%�2ULJLQ��6KLSSLQJ�DQG�WD[HV�ZLOO�EH�VHSDUDWHO\�FKDUJHG�DQG�DGGHG�WR�WKH�LQYRLFH�ZLWK�RWKHU�FKDUJHV�TXRWHG�DERYH�

1HWVPDUW�KDV�QR�REOLJDWLRQ�ZLWK�UHVSHFW�WR�WKH�VRIWZDUH��KDUGZDUH�DQG�RU�VHUYLFHV�GHVFULEHG�LQ�WKLV�TXRWH�XQWLO�D�ELQGLQJ�DJUHHPHQW�LQFRUSRUDWLQJ�WKH
WHUPV�RI�WKLV�SURSRVDO�LV�H[HFXWHG�EHWZHHQ�\RX�DQG�1HWVPDUW�

8QOHVV�RWKHUZLVH�VHW�IRUWK�LQ�D�0DVWHU�$JUHHPHQW��DOO�UHFXUULQJ�LWHPV�LQFOXGHG�LQ�WKLV�TXRWH�ZLOO�EH�VXEMHFW�WR�DQ�DQQXDO�LQFUHDVH�DW�D�UDWH�RI�����
EHJLQQLQJ�RQH�\HDU�IROORZLQJ�H[HFXWLRQ�

,I�FHUWDLQ�7KLUG�3DUW\�3URGXFWV�DUH�EHLQJ�OLFHQVHG�XQGHU�WKLV�TXRWH��&OLHQW�DJUHHV�WR�WKH�SDVV�WKURXJK�WHUPV�WKDW�DSSO\�WR�WKRVH�7KLUG�3DUW\�3URGXFWV
DW�bKWWS���ZZZ�QWVW�FRP�SDVVWKURXJKWHUPV�LQGH[�DVS[��b1RWZLWKVWDQGLQJ�WKH�IRUHJRLQJ��QRWKLQJ�FRQWDLQHG�LQ�WKH�WKLUG�SDUW\�SDVV�WKURXJK�WHUPV�ZLOO
GLPLQLVK�1HWVPDUWಬV�REOLJDWLRQV�XQGHU�WKLV�TXRWH�RU�WKH�XQGHUO\LQJ�DJUHHPHQW�EHWZHHQ�WKH�SDUWLHV�DQG�DV�EHWZHHQ�1HWVPDUW�DQG�&OLHQW��LQ�WKH�HYHQW
RI�D�FRQIOLFW�RI�WHUPV��WKH�WHUPV�RI�WKLV�4XRWH�VKDOO�SUHYDLO�

��

http://www.ntst.com/ARpolicy


&OLHQW������������
6DOHV�2UGHU����62�����

4XRWH������������
4XRWH�'DWH������������

�4XRWH�([SLUDWLRQ������������

3DJH���RI�� 1HWVPDUW�7HFKQRORJLHV��,QF��_������&ROOHJH�%OYG�_�2YHUODQG�3DUN��.6������

&2175$&7�72�%(�$33/,('�72�7+,6�4827(�%<
5()(5(1&(

4827(�$&&(37('�$1'�,1&/8'('�81'(5�7+(�5()(5(1&('�$*5((0(17

1HWVPDUW�6XEVFULSWLRQ�6HUYLFHV
$JUHHPHQW�GDWHG����������
>/HDYH�EODQN�LI�WKLV�LV�D�4XRWH�VXEMHFW�WR�D�QHZ
DJUHHPHQW@

4827('�,7(06�72�%(�6+,33('�$1'�%,//('�72
7+(�)2//2:,1*�

6LJQDWXUH� ^^VLJBHVB�VLJQHU��VLJQDWXUH``

%LOOLQJ
$GGUHVV�

^^ELOOLQJDGGUHVV�BHVB�VLJQHU��IRQW�VL]H ���`` 1DPH ^^QDPHBHVB�VLJQHU��IXOOQDPH``

^^ELOOLQJDGGUHVV�BHVB�VLJQHU��IRQW�VL]H ��`` 7LWOH� ^^�WLWOHBHVB�VLJQHU��WLWOH�VWULQJ�PLQOHQ ���``

^^ELOOLQJFLW\BHVB�VLJQHU��IRQW�VL]H ��``
^^ELOOLQJVWDWHBHVB�VLJQHU��IRQW�VL]H ��``
^^ELOOLQJ]LSBHVB�VLJQHU��IRQW�VL]H ��``

'DWH� ^^GDWHBHVB�VLJQHU��GDWH``

6KLSSLQJ
$GGUHVV�

^^VKLSSLQJDGGUHVV�BHVB�VLJQHU��IRQW�VL]H ��`` &OLHQW�32
1XPEHU�

^^SRQXPEHUBHVB�VLJQHU�``

^^VKLSSLQJDGGUHVV�BHVB�VLJQHU��IRQW�VL]H ��`` 3D\PHQW
0HWKRG�

^^SD\PHWKRGBHVB�VLJQHU��GURSGRZQ�RSWLRQV 
,Q�3HUVRQ�$&+�:LUH�7UDQVIHU�0DLO
�``

^^VKLSSLQJFLW\BHVB�VLJQHU��IRQW�VL]H ��``
^^VKLSSLQJVWDWHBHVB�VLJQHU��IRQW�VL]H ��``
^^VKLSSLQJ]LSBHVB�VLJQHU��IRQW�VL]H ��``

3D\PHQW
'XH�XSRQ
([HFXWLRQ�

^^SD\GXHBHVB�UHDGRQO\``

��
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SPECIAL ORDER

All orders accepted subject to the approval of our Credit Department. This order, if accepted and entered, is not subject
to cancellation. Special Sizes and Grades subject to quantity variation.

MFG. NUMBER DESCRIPTION PRICE PER EXTENSIONQUAN. or
WGHT

Date:Sold To:

Salesman: 

Ship To:
TYPE OF

SPECIAL ORDER

New Account

Special Print

Drop Shipment

Bill & Hold

Stock

All Out

$

$

$

$

Total

Deposit

Second
Deposit

Final
Payment

255 Route 1 & 9 Jersey City, NJ 07306
www.imperialbag.com

Tel: (201) 437.7440 Fax: (201) 437.7134

��
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&OLHQW������������
6DOHV�2UGHU����62�����

4XRWH������������
4XRWH�'DWH������������

�4XRWH�([SLUDWLRQ������������

3DJH���RI��

7RWDO�5HFXUULQJ�)HHV ����������
7RWDO�)HHV �����������

7RWDO�1RQ�5HFXUULQJ�)HHV �����������
�����������

5HFXUULQJ�)HHV
�)LUVW�<HDU�

6RIWZDUH ���������
6XSSRUW�6HUYLFHV ����������
+RVWHG�6\VWHP ���������

1RQ�5HFXUULQJ�)HHV
6RIWZDUH ����������
+DUGZDUH ����������
3URIHVVLRQDO�6HUYLFHV ����������
2WKHU ���������

3UHVHQWHG�WR� 1HWVPDUW�&RQWDFW� bb&DUOD�0HVVEDUJHU��FPHVVEDUJHU#QWVW�FRP�
bb 6ROXWLRQV�IRU�$GPLQLVWUDWLYH�6HUYLFHV �����������������
bb �������WK�6W�1 5HPLW�WR� 1HWVPDUW�7HFKQRORJLHV��,QF�
bb 3LQHOODV�3DUN��)/bb���������� 32�%R[�������

3KLODGHOSKLD��3$�����������

4XRWH�6XPPDU\���6ROXWLRQV�IRU�$GPLQLVWUDWLYH�6HUYLFHV��,1&���0HG%DQN�DQG�5[&RQQHFW

6ROXWLRQ�6XPPDU\

5[&RQQHFW��3KDUPDF\�
5[&RQQHFW�LV�DQ�LQWHJUDWHG�FRPSRQHQW�RI�1HWVPDUWಬV�P\$YDWDU�HOHFWURQLF�KHDOWK�UHFRUG��ZKLFK�SURYLGHV�LQSDWLHQW�SKDUPDF\�FDSDELOLWLHV�WR�SURYLGHU
RUJDQL]DWLRQV��,W�LV�DQ�LQWHJUDWHG�FRPSRQHQW�ZLWKLQ�WKH�P\$YDWDU�2UGHU�(QWU\�DQG�(OHFWURQLF�0HGLFDWLRQ�$GPLQLVWUDWLRQ�5HFRUG��H0$5���7KLV�SURYLGHV�D
FRPSUHKHQVLYH�FORVHG�ORRS�PHGLFDWLRQ�PDQDJHPHQW�VROXWLRQ��LQFOXGLQJ�GHPRJUDSKLF�YLVLELOLW\��RUGHU�DQG�DGPLQLVWUDWLRQ�GHWDLOV�DQG�FOLQLFDO�GHFLVLRQ�VXSSRUW
LQIRUPDWLRQ����UHGXFLQJ�HUURUV�WKURXJKRXW�WKH�FDUH�SURFHVV��3K\VLFLDQV�SODFH�WKH�RUGHUV��ZKLFK�DUH�DYDLODEOH�IRU�WKH�SKDUPDF\�WR�YHULI\��SURFHVV�DQG�GLVSHQVH
HOHFWURQLFDOO\�XVLQJ�DXWRPDWHG�GLVSHQVLQJ�WHFKQRORJ\��7KH�VROXWLRQ��IOH[LEOH�HQRXJK�WR�ZRUN�ZLWK�VPDOOHU�DJHQFLHV�WR�PXOWLSOH�KRVSLWDOV�FRQFXUUHQWO\��LQFOXGHV�D
UXOHV�HQJLQH�DQG�EDUFRGH�WHFKQRORJ\��DQG�FDQ�DOVR�LQWHJUDWH�ZLWK�D�FOLHQWಬV�ELOOLQJ�V\VWHPV��5[&RQQHFW�ದ�ZULWWHQ�E\�SKDUPDFLVWV�IRU�SKDUPDFLVWV�ದ�EULQJV�PRUH
WKDQ����\HDUV�RI�LQGXVWU\�H[SHULHQFH��VWUHQJWKHQLQJ�\RXU�RUJDQL]DWLRQಬV�PHGLFDWLRQ�PDQDJHPHQW�

3URIHVVLRQDO�6HUYLFHV
3URIHVVLRQDO�6HUYLFHV�DUH�EDVHG�RQ�1HWVPDUW
V�6FRSH�RI�:RUN�GRFXPHQW��ZKLFK�LV�FRQWDLQHG�LQ�D�VHSDUDWH�GRFXPHQW��3URIHVVLRQDO�6HUYLFHV�DUH�IRU�D�VHW�OHYHO
RI�HIIRUW�WKDW�LV�EDVHG�RQ�1HWVPDUW
V�H[FOXVLYH�XQGHUVWDQGLQJ�RI�WKH�UHTXLUHPHQWV��$Q\�FKDQJHV�WR�WKH�UHTXLUHPHQWV�RU�1HWVPDUW
V�XQGHUVWDQGLQJ�WKHUHRI��PD\
UHTXLUH�DGGLWLRQDO�IXQGV�IURP�WKH�FOLHQW��1HWVPDUW�ZLOO�QRWLI\�WKH�FOLHQW�LQ�DGYDQFH�RI�DQ\�FKDQJHV�WR�WKH�UHTXLUHG�IXQGLQJ�DQG�WKH�FOLHQW�VKDOO�KDYH�WKH�ULJKW�WR
HLWKHU�SXUFKDVH�WKH�DGGLWLRQDO�OHYHO�RI�HIIRUW�RU�VWD\�ZLWK�WKH�LQLWLDO�VFRSH�RI�ZRUN�

��

1HWVPDUW�7HFKQRORJLHV��,QF��_������&ROOHJH�%OYG�_�2YHUODQG�3DUN��.6������



&OLHQW������������
6DOHV�2UGHU����62�����

4XRWH������������
4XRWH�'DWH������������

�4XRWH�([SLUDWLRQ������������

3DJH���RI�� 1HWVPDUW�7HFKQRORJLHV��,QF��_������&ROOHJH�%OYG�_�2YHUODQG�3DUN��.6������

1RQ�5HFXUULQJ�)HHV�'HWDLO

4W\ 8QLW 3ULFH 7RWDO

5[&RQQHFW�3KDUPDF\�6ROXWLRQV �����������
6RIWZDUH
5[&RQQHFW�$'0�%URZVHU�,QWHUIDFH��/LF� � ($&+ ��������� ���������
5[&RQQHFW�%URZVHU��/LF� � ($&+ ���������� ����������
&U\VWDO�5HSRUWV�'HYHORSHU�9HUVLRQ��/LF��
��b5HTXLUHG�ZLWK�5[&RQQHFW�%URZVHU�/LFHQVH

� 1$0('�86(5 ������� �������

+DUGZDUH
7UDQVODWRU�&' � ($&+ ���� ����
2WKHU��UG3DUW\�*HQHULF�+DUGZDUH�
��b=HEUD�'6�����%DU�&RGH�6FDQQHU�Z��86%�.LW

� ($&+ ������� �������

3URIHVVLRQDO�6HUYLFHV
5[&RQQHFW�3URIHVVLRQDO�6HUYLFHV�
��b5[&RQQHFW�%URZVHU�,PSOHPHQWDWLRQ��&ORVHG�/RRS��,QWHJUDWHG�ZLWK�2(�

����������

&XEH[ ����������
6RIWZDUH
&XEH[�/LFHQVH�
��b&XEH[�$FWLYDWLRQ

� ($&+ ��������� ���������

+DUGZDUH
&XEH[�+DUGZDUH�
��b5HVLGHQWLDO�0HGEDQN�7RZHU�����\HDU�ZDUUDQW\

� ($&+ ���������� ����������

3URIHVVLRQDO�6HUYLFHV
7KLUG�3DUW\�3URIHVVLRQDO�6HUYLFHV���&XEH[ ���������
1HWVPDUW�6HUYLFHV ���������

+DUGZDUH
&XEH[�+DUGZDUH�
��b'HWR[�0HGEDQN�7RZHU�����\HDU�ZDUUDQW\

� ($&+ ���������� ����������

3URIHVVLRQDO�6HUYLFHV
5[&RQQHFW�3URIHVVLRQDO�6HUYLFHV�
��b0HG%DQN�,QWHJUDWLRQ

���������

2WKHU
6KLSSLQJ�	�+DQGOLQJ � ($&+ ��������� ���������

7RWDO�)HHV �����������

��



&OLHQW������������
6DOHV�2UGHU����62�����

4XRWH������������
4XRWH�'DWH������������

�4XRWH�([SLUDWLRQ������������

3DJH���RI��

5HFXUULQJ�)HHV�'HWDLO

4W\ 8QLW 3ULFH
7HUP�
�PR�

7RWDO�
�)LUVW�<HDU�

5[&RQQHFW�3KDUPDF\�6ROXWLRQV ����������
6RIWZDUH
1'&�7UDQVODWRU�$QQXDO�6XEVFULSWLRQ � ($&+�02 ������ �� �������

6XSSRUW�6HUYLFHV
5[&RQQHFW�$'0�%URZVHU�,QWHUIDFH��0QW� � ($&+�02 ������ �� �������
5[&RQQHFW�%URZVHU��0QW� � ($&+�02 ������� �� ����������
&U\VWDO�5HSRUWV�'HYHORSHU�9HUVLRQ��0QW��
��b5HTXLUHG�ZLWK�5[&RQQHFW�%URZVHU�0DLQWHQDQFH

� 1$0('
86(5�02

����� �� �������

&XEH[ ���������
6XSSRUW�6HUYLFHV
&XEH[�0DLQWHQDQFH�
��b7KLUG�3DUW\�4XRWH�5HTXLUHG���&RQWDFW�3OH[XV�7HFKQRORJLHV�7HDP

� ($&+�02 ������� �� ���������

6RIWZDUH
2WKHU��UG3DUW\�*HQHULF�6XEVFULSWLRQ�
��b$YDWDU�,QWHUIDFH�)HH

� ($&+�02 ������ �� ���������

2WKHU��UG3DUW\�*HQHULF�6XEVFULSWLRQ�
��b0HG%DQN�,4�SURIHVVLRQDO�6LWH�3DFN

� ($&+�02 ������� �� ���������

+RVWHG�6\VWHP
3ODWIRUP�DV�D�6HUYLFH���3DD6 � ($&+�02 ������� �� ���������

7RWDO�)HHV ����������

��

1HWVPDUW�7HFKQRORJLHV��,QF��_������&ROOHJH�%OYG�_�2YHUODQG�3DUN��.6�

�����



&OLHQW������������
6DOHV�2UGHU����62�����

4XRWH������������
4XRWH�'DWH������������

�4XRWH�([SLUDWLRQ������������

3DJH���RI�� 1HWVPDUW�7HFKQRORJLHV��,QF��_������&ROOHJH�%OYG�_�2YHUODQG�3DUN��.6������

7HUPV�DQG�&RQGLWLRQV

1HWVPDUW�3ULFLQJ�DQG�3D\PHQW�3ROLFLHV

$OO�IHHV�VHW�IRUWK�LQ�WKLV�TXRWH�DUH�GXH�QHW����GD\V��XQOHVV�RWKHUZLVH�VHW�IRUWK�LQ�WKH�PDVWHU�DJUHHPHQW�WKDW�LV�LGHQWLILHG�DW�WKH�HQG�RI�WKLV�TXRWH�b'HOLQTXHQW
DFFRXQWV�ZLOO�EH�VXEMHFW�WR�1HWVPDUW
V�'HOLQTXHQW�$FFRXQW�(VFDODWLRQ�3ROLF\bVHW�IRUWK�DW�KWWS���ZZZ�QWVW�FRP�$5SROLF\

7KH�IROORZLQJ�WHUPV�DSSO\�WR�WKLVbTXRWH�

9DOLG�XQWLO�WKH�H[SLUDWLRQ�GDWH�VKRZQ�DERYH�
6XEMHFW�WR�DQG�LQFRUSRUDWHV�WKH�WHUPV�DQG�FRQGLWLRQV�RI�WKH�PDVWHU�DJUHHPHQW�
8QOHVV�LGHQWLILHG�VHSDUDWHO\�EHORZ��GRHV�QRW�LQFOXGH�RQ�VLWH�VHUYLFHV�RU�DVVLVWDQFH��RU�FKDUJHV�IRU�WUDYHO�bOLYLQJ�H[SHQVH�RU�WUDYHO�WLPH�

�����RI�WKH�OLFHQVH��KDUGZDUH��KRVWLQJ�VHW�XS�IHHV�DQG��VW�\HDU�RI�VXSSRUW�DQG�PDLQWHQDQFH�FKDUJHV��SUR�UDWHG��DUH�GXH�RQ�WKH�GDWH�D�OHJDOO\
ELQGLQJ�FRPPLWPHQW�LV�H[HFXWHG�E\�\RX�DQG�1HWVPDUW��ಯ(IIHFWLYH�'DWHರ���b

7KH�LQLWLDO�WHUP�IRU�VXSSRUW�DQG�PDLQWHQDQFH�EHJLQV�RQ�WKH�(IIHFWLYH�'DWH�DQG�FRQWLQXHV�WKURXJK�'HFHPEHU����RI�WKH�WKHQ�FXUUHQW�\HDU��ZLWK�WKH
IROORZLQJ�-DQXDU\���EHLQJ�WKH�ಯ6XSSRUW�$QQLYHUVDU\�'DWHರ��b6XSSRUW�DQG�PDLQWHQDQFH�DXWRPDWLFDOO\�UHQHZV�RQ�DQ�DQQXDO�EDVLV�RQ�WKH�6XSSRUW
$QQLYHUVDU\�'DWH�XQOHVV�&OLHQW�JLYHV�1HWVPDUW�ZULWWHQ�QRWLFH�RI�WHUPLQDWLRQ�QRW�OHVV�WKDQ�QLQHW\������GD\V�SULRU�WR�WKH�QH[W�6XSSRUW�$QQLYHUVDU\�'DWH�
RU�LQ�DFFRUGDQFH�ZLWK�RWKHU�SURYLVLRQV�RI�WKH�PDVWHU�DJUHHPHQW�
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