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Letter from Board President 
 
I am delighted that you are willing to donate your time to serve with us on the Humane Society 
of Sarasota’s Board of Directors. We welcome you and expect great things from you! 
 
It is an honor and privilege to serve on the Humane Society of Sarasota County Board. For over 
65 years, the Board of the Humane Society of Sarasota County has helped the organization meet 
its mission to engage the hearts, hands, and minds of the community to help animals. As a 
Board Member, you will work in many different capacities to help our nonprofit organization 
grow and thrive, primarily by:  

• Using the mission statement as the basis for governance of the organization;  
• Attending a minimum of 10 board meetings per year;  
• Making an annual contribution of $250 per year;  
• Reviewing all material provided for Board meetings, then actively participating in 

meetings, discussions, and voting;  
• Ensuring the organization complies with all applicable federal, state, and local laws and 

regulations; 
• Understanding the financial background and status of our organization as it ever 

changing;  
• Placing the interests of our organization in front of your own personal/professional 

interests; and 
• Being an advocate for our organization and mission in the community.  

 
To provide clarity to what we as a Board are trying to achieve, we have established the following 
goals for each Board Member:  

• Get or give $2,500 this year (inclusive of the $250 donation requirement)  
• Attend a minimum of 10 board meetings  
• Offer the names of at least two candidates for Board service (when requested)  

 
The Board of the Humane Society of Sarasota County is comprised of a diverse array of 
professionals who all share one common passion—our mission. I am delighted that you are 
joining our team and look forward to a productive term with you as a Board Member. If you 
have any questions or concerns, now or in the future, please feel free to contact me. 
 
Sincerely,  
 
Teresa D. Jones 
President, Board of Directors 
Humane Society of Sarasota County 
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MISSION 
As the area’s premier no-kill shelter, HSSC engages the heart, hands and minds of the 

community to help animals. 
 

 
VISION 

A community where all animals are cared for and loved. 

 
 

VALUES 
We achieve our mission by providing compassionate care, securing permanent homes, and 

promoting responsible pet ownership. 
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HSSC Board Orientation Overview 
 
Part I.  Review of Organizational Documents and Responsibilities of Board Members:  
The orientation for each new HSSC Board Member should include a review of the following 
items:  

• Board Job Description  
• Articles of Incorporation  
• Bylaws 
• Responsibilities and legal duties of a Board Member  
• Board Approved policies 
• Fundraising Responsibilities  
• Directors and Officers liability Insurance Policy (D&O)  
• Committees and committee descriptions 
• Review and orientation with reports to be distributed at the Board meetings 

 
At the conclusion the Part I of the orientation, new Board Members should be provided with a 
copy of the Board minutes from the last 3-6 board meetings, a directory of Board Members and 
officers, and a list of all Board meeting dates and times for the year.  
 
Part II.  The Organization Covers:  

• Mission  
• History 
• Programs and Services 
• Number of Animals Served annually plus other important statistical data 
• Budget  
• Financials (Audited Financial Statement, P&L)  
• Strategic Plan 

 
After Part II of the orientation, new Board Members should be provided with copies of the 
organization’s most recent newsletters, copies of recent newspaper or online articles, samples of 
fundraising materials, an organization chart with staff roster, and a bio of the Executive Director.   
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HSSC Board Handbook Contents 
 
The Board Handbook is divided into the following four categories:  
 
SECTION I. ORGANIZATIONAL OVERVIEW 

• History and Mission 
• Bylaws and Amendments 

(A copy of the Articles of Incorporation and the 501c3 determination letter from the IRS is 
on file at the main office.) 
 

SECTION II. BOARD INFORMATION 
• Board directory  
• Responsibilities and legal duties of a Board Member 
• Committees and committee descriptions 
• Board-approved policies  

(A copy of the Board minutes from the last six board meetings and the Directors and 
Officers liability insurance policy (D&O) declarations are on file at the main office.) 
 

SECTION III. FINANCIAL INFORMATION 
• Financials are on file at the main office and may be accessed through the website, 

www.hssc.org. 
  

SECTION IV. ORGANIZATION INFORMATION 
• Bio of the Executive Director 
• Staff roster 
• Organizational chart 
• List of programs and services with descriptions  
• Number of animals served annually plus other important statistical data 
• Copies of the most recent newsletters  
• Copies of newspaper and online articles  
• Samples of fundraising materials 
• Calendar of fundraising events  
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Humane Society of Sarasota County Mission & History 

 
 
Mission 
As the area’s premier no-kill shelter, HSSC engages the heart, hands and minds of the 
community to help animals. 
 
History 
In the fall of 1951, Donald Evans lost his dog. Eventually, the dogcatcher caught the dog, but no 
one contacted Mr. Evans. His beloved dog was euthanized. Mr. Evans was so upset that he vowed 
to start a Humane Society to prevent this from happening to others. On the night of January 15, 
1952, 70 people met at the Sunshine Kitchen and formed the new society. 
 
The Humane Society of Sarasota County, Inc. was incorporated on February 8, 1952. 
 
The Articles of Incorporation read, “The purposes of this corporation are: promoting the welfare 
of all animals in Sarasota County, Florida; caring for and finding homes for animals; encouraging 
kindness toward animals and assisting in the enforcement of all laws and ordinances for the 
protection of animals; operating an animal shelter for animals; and pursuing other humane 
objectives.” 
 
HSSC’s original kennels held 48 dogs and the shelter had room for only six cats. Today, we are 
fortunate to have 104 dog kennels and 76 cat spaces. And in March 2009, HSSC became a no-kill 
shelter, meaning no adoptable pet would be euthanized to make space for another. 
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BYLAWS OF THE HUMANE SOCIETY OF SARASOTA COUNTY, INC. 

A NONPROFIT CORPORATION 
 

ARTICLE I 
Introduction 

 
 1.01. Definition of Bylaws.  These Bylaws constitute the code of rules adopted by the 
Humane Society of Sarasota County, Inc., (hereinafter referred to as the “Corporation,”) for the 
regulation and management of its affairs. 
 
 1.02. Purposes and Powers.  This Corporation will have the purposes or powers as may 
be stated in its Articles of Incorporation and such powers as are now or may be granted hereafter 
by law. The primary purpose of this Corporation is to engage the hearts, hands, and minds of the 
community to help animals. The Corporation shall be authorized to conduct any and all activities 
which may support and otherwise further the above described purpose including, without 
limitation, the operation of one or more full-service animal welfare clinics servicing the general 
public. 
 

ARTICLE II 
Offices and Agency 

 
 2.01. Principal and Branch Offices.  The principal place of business of this Corporation in 
Florida will be located at 2331 15th Street, Sarasota, Florida 34237. In addition, the Corporation 
may maintain other offices, either within or without the State of Florida, as its business requires. 
 
 2.02. Location of Registered Office.  The location of the registered office of this 
Corporation in Florida will be located at 2331 15th Street, Sarasota, Florida 34237. Such office will 
be continuously maintained in the State of Florida for the duration of this Corporation.  The Board 
of Directors may from time to time change the address of its registered office by duly adopted 
resolution and filing of the appropriate statement with the Secretary of State. 
 

ARTICLE III 
Membership 

 
 3.01. Members.  The Corporation shall have no members within the meaning of 
§617.0601, Florida Statutes. 
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 3.02. Non-Voting Members.  The Board may adopt policies and procedures for the 
admission of members who shall have no voting rights in the Corporation. Such members are not 
“members” within the meaning of §617.0601, Florida Statutes. 
 

ARTICLE IV 
Directors 

 
 4.01. Definition of Board of Directors.  The Board of Directors is that group of persons 
vested with the management of the business and affairs of this Corporation subject to the law, 
the Articles of Incorporated and these Bylaws, and is responsible for overall policy and direction 
of the Corporation and delegates responsibility of day-to-day operations to the staff and 
committees 
 
 4.02. Qualification of Directors.  The qualifications for being a Director of this 
Corporation are as follows: 
 

a. Directors must be residents of the State of Florida. 
 

b. Directors must exhibit a true sense for the compassionate, humane caring of 
animals and indicate a willingness to provide adequate financial support and effort, 
within their means, on behalf of the Board and its goals. 
 

c. Except as set forth herein, no person who derives his or her livelihood or any 
significant income from the purchase, sale, or use of animals serviced by this 
Corporation; and no person convicted of cruelty to animals or who engages in 
cruelty to animals may be a Director. However, a veterinarian who provides services 
to this Corporation for a fee shall not be disqualified as a Director under this 
subsection. 
 

d. No person who has been convicted or who has entered a plea of no contest for an 
offense involving fraud or dishonesty may serve as a Director.   
 

e. No two persons who are members of the same family or household shall 
simultaneously serve as voting participants at Board of Directors meeting of this 
Corporation. 

 
f. Directors must not take any action that is detrimental to the corporation or its 

Board of Directors. 
 

g. No person who is currently serving as a volunteer shall be eligible to serve as a 
director. 

 
 4.03. Number of Directors.  The number of Directors shall be no less than three (3) and 
no more than twenty-five (25).  
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 4.04. Election of Directors. 
 

a. The Board of Directors shall convene an annual meeting at the first regularly 
scheduled meeting (typically in January) of each calendar year.  
 

b. Election of Directors shall occur at each annual meeting of the Board of Directors 
or sooner if required. The Governance Committee shall present their slate of 
nominations to the Board of Directors at least one-week prior to the annual 
meeting.  In addition, any Director can nominate a candidate to the slate of 
nominees. The persons nominated who receives a majority vote of the Directors in 
attendance at the annual meeting of the Board shall be elected Directors. If 
nominations consist of more than twenty-five (25) persons, the Directors shall vote 
such that there are no more than twenty-five (25) Directors at any given time. 

 
 4.05. Terms of Directors. 

 
a. Directors shall be chosen for a term of two (2) years.  Each Director must be re-

elected by a vote of a majority of the Directors attending a meeting in which a 
quorum is present prior to the end of each two (2) year term served.   
 

b. Directors shall not serve more than four (4) consecutive terms. 
 

c. A Director may be removed from office when such action will serve the best 
interests of the Corporation or if a director no longer qualifies under Section 4.02 
of these Bylaws, upon the vote of a majority of the Directors attending a meeting 
in which a quorum is present. 

 
 4.06. Vacancies on the Board of Directors.  Resignation of a Director will become 
effective immediately or on the date specified therein, and vacancies will be deemed to exist as 
of such effective date. Any vacancy occurring in the Board of Directors, and any directorship to 
be filled by reason of an increase in the number of Directors, will be filled by nomination from the 
Governance Committee and appointment by a majority of the remaining Board of Directors. The 
new Director appointed to fill a vacancy shall be allowed to serve for four (4) consecutive full 
terms of two (2) years each. (See Section 4.05). 
 
 4.07. Absences of Board Members.  If any member of the Board of Directors is absent 
from more than three (3) consecutive regular meetings or five (5) regular and/or special meetings 
in any twelve-month period, he or she shall be referred to the Governance Committee for a 
determination as to whether the member should be removed from office. If the Committee 
determines removal is in order because of lack of good cause for the absences, the vacancy so 
caused may be filled as provided for in Section 4.06, herein, unless the Board votes to retain the 
director as a member of the Board.  Attendance by electronic means (telephone, video 
conferencing, etc.) shall be allowed if requested in advance and if the member is unable to attend 
personally due to illness, out of town commitments, or other good cause. 
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 4.08. Place of Directors' Meetings.  Meetings of the Board of Directors, regular and 
special, will be held at such times and places as chosen by a majority of the Board. 
 
 4.09. Regular Directors' Meetings.  Regular meetings of the Board of Directors will be 
held monthly or as otherwise determined by the Executive Committee.  Should any such day in 
any such year constitute a legal holiday, the meeting will be held instead on an alternate date 
scheduled by the Board. 
 
 4.10. Notice of Special Directors' Meetings.  Written or printed notice, stating the place, 
day and hour of any special meeting of the Board of Directors, will be delivered to each Director 
not less than twenty-four hours before the meeting, either personally, by e-mail or other 
electronic means, by or at the direction of the President or the Secretary or the Directors calling 
the meeting. If mailed, such notice will be deemed to be delivered when deposited in the United 
States mail, addressed to the Director at his address as it appears on the records of the 
Corporation, with postage prepaid. Such notice will state the business to be transacted or the 
purpose of such meeting. If all Board Members are present at the meeting prior to an announced 
Special Directors' Meeting, notice may be waived. 
 
 4.11. Special Board Meetings.  A special meeting of the Board of Directors may be called 
by either: 
 

a. the President; or 
 

b. a majority of the Board of Directors. 
 
 4.12. Waiver of Notice.  Attendance of a Director at any meeting of the Board of Directors 
will constitute a waiver of notice of such meeting, except where such Director attends a meeting 
for the express purpose of objecting at the beginning of the meeting to the transaction of any 
business because the meeting is not lawfully called or convened. 
 
 4.13. Quorum of Directors.  A majority of the current Board of Directors will constitute a 
quorum. The act of a majority of the Directors present at a meeting at which a quorum is present 
will be the act of the Board of Directors unless a greater number is required under the provisions 
of the Articles of Incorporation of this Corporation, or any provision of these Bylaws. 
 
 4.14. Emergency Voting Procedure.  In the event that an emergency situation arises that, 
in the opinion of the Executive Committee, requires an immediate vote of the Board of Directors, 
an emergency vote may be conducted. The members of the Executive Committee shall make good 
faith efforts to contact each and every Director (via telephone, fax and e-mail), explain the nature 
of the emergency, and give each Director an opportunity to cast a vote. Provided that at least a 
quorum has cast a vote, the act of a majority of the Directors casting votes will be the act of the 
Board of Directors. All emergency votes will be reevaluated at the next regularly scheduled 
meeting of the Board of Directors and corrective action may be taken as deemed necessary. 
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Nothing in this provision shall alter or amend any part of the provisions of the Articles of 
Incorporation or these Bylaws requiring a vote by more than a majority of the Board of Directors. 
 
 4.15. Digital Recording of Meetings.  All meetings of the Board of Directors shall be 
digitally recorded. The Executive Director shall maintain the recordings in a secure location for a 
minimum of one (1) year. The Executive Director may not allow the recordings to be reviewed or 
utilized by anyone other than a current Director or the Corporation’s legal counsel or auditors 
without board approval.  As an exception to the recording requirement, no portion of a Board 
meeting in which the Board addresses the performance and compensation of the Executive 
Director shall be recorded. 
 
 4.16. Tie Vote Procedure.  In the event that the directors present at a regularly scheduled 
meeting of the Board of Directors are equally divided on a vote on any motion before the Board, 
then the President shall be entitled to cast an additional vote to break the tie. 
 
 4.17. Leave of Absence of Director.  A Director may apply for a leave of absence in an 
emergency situation by submitting a written request outlining his or her situation and the 
parameters of the requested leave, including whether or not the Director will continue to serve 
on committees during the leave. The request shall be placed on the agenda at the next regularly 
scheduled Board meeting. The requesting Director may be present at the Board meeting at which 
the request is addressed, but shall leave the meeting once a Motion is made to either grant or 
deny the request. Thereafter, the remaining Directors shall vote to either grant or deny the leave 
of absence. No leave of absence may exceed six months. The time period during which the 
Director may serve pursuant to Section 4.05 of these Bylaws shall not be tolled during the leave 
of absence. The Director's voting rights shall be suspended during any leave of absence. Any 
Director on leave of absence shall not count as a Director for purposes of calculating quorum 
pursuant to Section 4.13 of these Bylaws. 
 

ARTICLE V 
Officers 

 
 5.01. Roster of Officers.  The Officers of this Corporation will consist of the following 
personnel: 
 

a. President 
 

b. Vice President 
 

c. Secretary 
 

d. Treasurer 
  
 5.02. Selection of Officers.  All Officers must be members of the Board of Directors.  Each 
of the Officers of the Corporation will be elected annually or appointed, due to vacancy, by the 
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Board of Directors.  Each Officer will remain in office until a successor to such office has been 
selected and qualified.  Such election will take place at the first meeting of the Board of Directors. 
 
 5.03. Multiple Officeholders.  In any election of Officers, the Board of Directors may not 
elect and appoint a single person to any two or more offices simultaneously.  Officers shall be 
required to be Directors of the Corporation. 
 
 5.04  President.  The President will perform all duties incident to such office and such 
other duties as may be provided by these Bylaws or as may be prescribed from time to time by 
the Board of Directors.  The President shall be the primary liaison between the Board and the 
Executive Director. In this capacity, the President: 1) meets periodically with the Executive Director; 
2) ensures that periodic performance reviews of the Executive Director are conducted; 3) 
participates in the hiring and evaluation of the Executive Director.  The president shall serve a two 
(2) year term and such term shall be in addition and not subject to the term limits applicable to 
Directors as described in Section 4.05(b) above.  The extension of the President’s term as a director 
shall include the entire remainder of the director’s term as president, plus six (6) months.    
 
 5.05. Vice-President.  The Vice President will perform all duties and exercise all powers 
of the President when the President is absent or is otherwise unable to act.  The Vice President 
will perform such other duties as may be prescribed from time to time by the Board of Directors. 
 
 5.06. Secretary.  The Secretary will perform all duties incident to the office of the 
Secretary and such other duties as may be required by law, by the Articles of Incorporation or by 
these Bylaws, or which may be assigned from time to time by the Board of Directors. 
 
 5.07. Treasurer.  The Treasurer shall have general responsibility for the Corporation’s 
funds and accounts, subject to the order of the Board. He or she shall cause proper books of 
accounts to be kept, which at all reasonable times shall be open to the examination of any member 
of the Board, and reports therefrom shall be rendered at such times as the Board shall direct.  
 
 5.08. Removal of Officers.  Any officer elected or appointed to office may be removed 
by a majority vote of the Directors elected under these Bylaws. 
 
 5.09. Parliamentarian.  The President may appoint a Parliamentarian who shall serve at 
all Board of Director's meetings.  Such Parliamentarian shall not be required to be a Director of 
the Corporation. 
 

ARTICLE VI 
Informal Action 

 
 6.01. Waiver of Notice.  Waiver of Notice. Whenever any notice is required to be given 
under the provisions of the law, the Articles of Incorporation of this Corporation or these Bylaws, 
a waiver of such notice, in writing, signed by the person or persons entitled to notice, whether 
before or after the time stated in such waiver, will be deemed equivalent to the giving of such 
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notice. Such waiver must, in the case of a special meeting of Members, specify the general nature 
of the business to be transacted. 
 
 6.02. Action by Consent.  Any action required by law or under the Articles of 
Incorporation of this Corporation or these Bylaws, or any action which otherwise may be taken at 
a meeting of either the Members or Board of Directors, may be taken without a meeting if a 
consent in writing, setting forth the action so taken, is signed by a majority of the Directors serving 
on the Board of Directors and filed with the Secretary of the Corporation. 
 

ARTICLE VII 
Committees 

 
 7.01. Definition of Standing Committees.  This Corporation may have certain 
committees, each of which will consist of one or more Directors and such other Committee 
Members as chosen by the Board of Directors. Such Standing Committees will have and exercise 
some prescribed authority on the Board of Directors in the management of this Corporation. 
However, no such Committee will have the authority of the Board of Directors in reference to 
affecting any of the following: 
 

a. Submission to Members of any action for which the approval of Members is 
required under the law; 
 

b. Filling of vacancies in the Board; 
 

c. Adoption, amendment, or repeal of the Bylaws; 
 

d. Amendment or repeal of any resolution of the Board; and 
 

e. Action on matters committed by the Bylaws or resolution of the Board to another 
Committee of the Board. 

 
The Standing Committee shall consist of the following: 
 

a. Executive 
 

b. Governance 
 

c. Finance 
 

d. Development 
 

e. Such other committees or sub-committees as determined by the Board from time-
to-time to be necessary or convenient. 
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  7.02. Appointment of Committees.  The Board, by a majority vote, may designate and 

appoint one or more Committees and delegate to such Committees specific and 
prescribed authority of the Board, pursuant to Section 7.01.  However, the creation of such 
Committees will not operate to relieve the Board of any responsibility imposed on such 
personnel otherwise by law. 

 
 7.03. Chairpersons.  The Executive Committee shall appoint from the Directors a 
chairperson for each Standing Committee, or other committee as deemed necessary. 
 
 7.04. Executive Committee.  The Executive Committee shall consist of the Board 
President, Vice President, Secretary, and Treasurer.  The Chairman of the Executive Committee 
shall be the President. A majority of the voting members of the Executive Committee shall 
constitute a quorum. The Executive Committee shall have and exercise authority of the Board of 
Directors in the management of the business of the Corporation between meetings of the Board; 
however, the Executive Committee may not modify any action taken by the Board and shall have 
no authority affecting any of the following: 
 

a. Submission to Members of any action for which the approval of Members is 
required under the law; 
 

b. Filling of vacancies in the Board; 
 

c. Adoption, amendment or repeal of the Bylaws; 
 

d. Amendment or repeal of any resolution of the Board; 
 

e. Action on matters committed by the Bylaws or resolution of the Board to the 
Board or another Committee of the Board; 
 

f. Action on matters concerning deviation from the approved budget and the hiring 
and termination of personnel. 

 
ARTICLE VIII 
Operations 

 
 8.01. Fiscal Year.  The Fiscal Year of this Corporation will be the calendar year. 
 
 8.02. Execution of Documents.  Checks, drafts, promissory notes, orders for the payment 
of money, and other evidences of indebtedness of this Corporation will be signed by two Officers 
or one Officer and the Executive Director of the Corporation with the approval of the Executive 
Committee or Finance Committee if the amount is more than $10,000.00 and not previously 
approved by the Board or specifically provided for in the Corporation’s annual budget. The 
Executive Director may unilaterally sign checks up to $10,000.00 for the payment of bills and 
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expenses incurred in the ordinary and routine operation of the shelter. Contracts, leases or other 
instruments executed in the name of and on behalf of the Corporation will be signed by two 
Officers or one Officer and the Executive Director of the Corporation with the Executive 
Committee’s approval.  All federal and state tax returns shall be reviewed and signed by the 
President.   
 
 8.03. Books and Records.  This Corporation will keep correct and complete books and 
records of account and will also keep minutes of the proceedings of its Members, Board of 
Directors, and Committees.  
 
 8.04. Non-Profit Operations – Compensation.  This Corporation will not have or issue 
shares of stock. No dividend will be paid, and no part of the income of this Corporation will be 
distributed to its Directors or Officers. The Corporation shall not pay compensation to Officers or 
Directors for any reason. 
 

ARTICLE IX 
Indemnification 

 
 9.01. Indemnification of Officers.  The Corporation shall maintain in full force and effect 
at all times a directors and officers indemnification policy. 
 

a. The Corporation shall indemnify any person (including his estate), who was or is a 
party to any proceeding (other than an action by, or in the right of, the 
Corporation), by reason of the fact that he is or was a director, officer, employee 
or agent of the Corporation or is, or was serving at the request of the Corporation 
as a director, officer, employee or agent of another entity, against liability incurred 
in connection with such proceeding, including any appeal thereof, if he acted in 
good faith and in the manner he reasonably believed to be in, or not opposed to, 
the best interests of the Corporation, and with respect to any criminal action or 
proceeding, had no reasonable cause to believe his conduct was unlawful.   
 

b. The foregoing right of indemnification shall not be deemed exclusive of any other 
rights to which an officer, director, employee or agent may be entitled to under 
§§617.028 and 617.0285 of the Florida Non-For-Profit Corporation Act, and 
§§607.0831 and 607.0850, of the Florida Business Corporation Act, as well as any 
other provisions of applicable law. 
 

c. The amount of indemnity to which any officer, director, employee or agent may be 
entitled shall be the policy limit of the Corporation's applicable insurance policy 
unless a majority of the Board of Directors votes to extend the amount of indemnity 
beyond the policy limit. 
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ARTICLE X 
Amendments 

 
 10.01. Amendment to Articles of Incorporation.  The power to alter, amend, or repeal the 
Articles of Incorporation of this Corporation is vested in the Board of Directors. 
 
 10.02. Modification of Bylaws.  The power to alter, amend or repeal these Bylaws, or to 
adopt new Bylaws, insofar as is allowed by law, is vested in the Board of Directors. 
 
 10.03. Parliamentary Procedure.  All meetings of the Corporation shall be conducted in 
accordance with parliamentary principles. 
 

ARTICLE XI 
Advisory Board 

 
 11.01 Advisory Board.  The Advisory Board is made up of individuals who are committed 
to the Corporation's mission and who lend their names in support of the organization.  Advisory 
Board Members are elected by the Board of Directors from time to time, hold a two-year term, 
and may be re-elected indefinitely, at the discretion of the Board of Directors.  Advisory Board 
members are not required to attend meetings but may do so at their discretion.  The Advisory 
Board is an optional board and there is no limit on the number of Advisory Board members. 
 

ARTICLE XII 
Independent Review of Operations 

 
 12.01 Review of Operations. The Board of Directors shall have the authority to call for 
independent review of Operations, to be performed by an entity or individuals not affiliated with 
the Corporation, for the purpose of assessing the performance of the Corporation in 
implementing its mission statement.  Such independent review shall occur no less than every five 
(5) years, nor more than every three (3) years.    
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Humane Society of Sarasota County Strategic Plan 

Effective May 2019 
 
This three-year strategic plan is intended to set the direction of the organization Humane 
Society of Sarasota County (HSSC). It will serve as a roadmap and tool for setting strategic 
priorities and assessing progress.  

 
Our Mission 

As the area’s premier no-kill shelter, HSSC engages the hearts, hands, and minds of the 
community to help animals. 

 
Our Vision 

A community where all animals are cared for and loved. 
 

Our Values 
We achieve our mission by providing compassionate care to our shelter pets, finding them 

permanent homes, and promoting responsible pet ownership in our community. 
 

Our Priorities 
• Be the leading local Animal Welfare organization, known for best practices for care of 

animals and sustaining impactful programs that support our mission and vision. 
• Expand our Pet Therapy and Humane Education Programs simultaneously to 

successfully introduce curriculum for schools and expand reach of program.  
• Maximize volunteer engagement for efficient use of resources while ensuring 

volunteers feel they are making a difference and doing what they love. 
• Continue to expand the Animal Clinic program by improving efficiencies, teamwork, 

and continuing education for clinic staff. 
• Expand marketing and development to help grow brand awareness and fundraising. 
• Restore and rebuild the Behavior Program for shelter pets and rebuild our training 

courses to keep animals in their homes. 
• Continue to improve teamwork and be a place where employees can maximize their 

potential and grow with the organization. 
• Create and implement a successful capital campaign that will fund the entire shelter 

renovation.   
 
Measure Progress by Identifying Key Performance Indicators and Reviewing Monthly 

• Number of adoptions/returns and length of stays 
• Number of people served by obedience courses 
• Number of volunteers signing up 
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• Staff turnover/satisfaction rates 
• Number of attendees to functions 
• Funds raised and growth of donor base; percentage of major donors ($1,000 and 

over) 
• Data collected through surveys and focus groups 
• Ask donors questions at small fundraising parties. 
• Review monthly clinic revenue/expense numbers and updates on projects 

 
Year 1 

• Stay up-to-date with leading experts (ASPCA and Maddie’s Fund) and improve 
behavior program, canine and feline enrichment, adoption protocols, and grow 
partnerships. 

• Create Humane Education Collars and Scholars curriculum and produce and expand 
on Gocio pilot program and partner with additional Title 1 schools and present the 
curriculum. Work for future sale of curriculum like Mutt-i-grees model. 

• Restructure Pet Therapy certification process by creating a 4-week training course 
that will effectively train and educate and successful completion of the course will 
result in certification. This will allow for more prospects to be trained at a time and 
will ensure successful and consistent training.  

• Maximize volunteer engagement by implementing a more streamlined and effective 
volunteer orientation process to increase number of volunteers signing up as well as 
increase conversions by creating a more hands-on training program and refresher 
training programs throughout the year.  

• Finalize all Animal Clinic protocols and review to make sure they are being followed. 
Review year-end numbers and compare to prior year. Have monthly staff meetings 
and review outcomes of continuing education trainings and implementation of what 
was learned.  

• Hire donor data person to help speed up the gift entry process, which will allow for 
faster turnaround and better reporting. Create development plan that will help with 
engaging prospects and current donors and include marketing plan for better 
promotion of programs and services. 

• Restore and rebuild behavior program by bringing in behavior expert that follows 
Maddie’s Fund and ASPCA best practices. Behavior expert will assess shelter and 
recommend and train staff on best practices for behavior evaluations and effective 
behavior plans for at-risk shelter animals.  

• Create improved training program that offers more classes and train a staffer to be 
certified which increases professionalism. Also increase communication with 
attendees and more structured curriculum with better follow up with the attendees. 

• Improve teamwork by bringing in experts for seminars beneficial to staff to keep 
them updated on best practices as well as improve their growth here. Also work to 
promote from within. 

• Create capital campaign plan and set goals to raise funds for complete Phase 1 
construction before Phase 1 is complete. With capital campaign, create marketing 
plan and fundraising plan. 
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Year 2 
• Continue on Year 1 momentum of capital campaign and set the goal of having 

capital campaign reach budget goal by end of Year 2.  
• In December of Year 1, measure progress and evaluate performance indicators of 

results from Year 1 and from there determine what needs to be implemented to 
continue on Year 1 goals of all priorities. 
 

Year 3 
• Finalize construction and shelter renovation and obtain all furniture and fixtures to 

outfit entire facility.  
• Ensure that all funds to finalize renovations have been raised.  
• Measure progress and evaluate performance of priorities and create a strategic plan 

for new and improved shelter.  
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PRESIDENT 
Jones, Teresa (7/16) 
Partner: Syprett, Meshad 
H: 4108 Roberts Rd 
Sarasota, FL 34242 
W: 941-365-7171 
C: 941-350-3744 
E: tjonessrq@gmail.com OR 
    tjones@hssc.org 
Committee: Executive 

VICE PRESIDENT 
Steube, Jennifer (9/15) 
Vice President, Senior Portfolio Manager: 
Synovus Bank Wealth Management 
W: 1605 Main St Ste 107 
Sarasota, FL 34236 
C: 941-343-7583 
E: jennifersteube@synovus.com 
Committees: Executive, Finance 

SECRETARY 
Poppen, Jennifer (6/19) 
Business Relationship Manager 
Fifth Third Bank 
H: 3167 Tusket Ave 
North Port, FL 34286 
W: 941-329-4661 
C: 847-514-6268 
E: jennifer.poppen@53.com 
Committees: Executive, Development, 
Finance 

TREASURER 
Rabbitt-Stephen, Elizabeth (4/18) 
Certified Financial Planner 
Vice President, Wealth Advisor: 
Truist Wealth 
W: 1777 Main St 7th Floor 
Sarasota, FL 34236 
W: 941-951-3166 
C: 614-314-6264 
E: elizabeth.stephen@truist.com 
Committee: Executive, Finance (Chair) 

Boyden, Janet (9/18) 
Realtor: Premier Sotheby’s International 
Realty 
W: 50 Central Ave Ste 110 
Sarasota, FL 34236 
W: 941-364-4000 
C: 770-595-8139 
E: janetboydenrealtor@gmail.com 
Committee: Development (Chair) 

Eldridge, Lisa A. (9/16) 
Vice President: Eldridge Body Shop 
H: 800 N Tamiami Tr, Unit 901 
Sarasota, FL  34236 
W: 941-921-7997 
C: 941-504-8894 
E: ylwdiablo@aol.com 
Committee: Development 

Fowler, Christopher J., Esq., LL.M.  
(6/18) 
Associate: Norton, Hammersley, Lopez & 
Skokos, P.A. 
W: 1819 Main St Ste 610 
Sarasota, FL 34236 
W: 941-954-4691 
E: cfowler@nhlslaw.com 
Committee: Governance (Chair) 

Heedy, Alisa M. (6/21) 
Associate: Williams Parker 
H: 2250 Arlington St 
Sarasota, FL 34239 
C: 352-678-7944 
W: 941-552-2569 
E: aheedy@williamsparker.com 
Committee: Governance 

Gibson, Sonia (7/16) 
Registered Nurse: Coastal Orthopedics 
H: 1555 Burgos Dr 
Sarasota, FL 34238 
W: 941-782-0101 x7010 
C: 404-849-7141 
E: soniajarrard@gmail.com  
Committee: Development 

Kowalski, Mark (4/19) 
Agent: Purmort & Martin  
Insurance Agency 
H: 7446 Featherstone Blvd 
Sarasota, FL 34238 
C: 941-961-5948 
E: mark@purmort.com 
Committee: Development  

Matson, Michelle (12/20) 
Commercial Tract Specialist:  
SVN Lotus 
H: 6115 Misty Oaks St 
Sarasota, FL 34243 
C: 781-929-6401 
E: michelle.matson@svn.com 
Committee: Development 

Montei, Julia (1/17) 
Realtor: Coldwell Banker Realty 
H: 8234 Midnight Pass Rd 
Sarasota, FL 34242 
C: 941-702-3098 
E: julia.montei@floridamoves.com 
Committee: Governance 

Myers, Brent (9/16) 
Owner: Myers & Company CPA 
W: 3333 Clark Rd Ste 100 
Sarasota, FL  34231 
W: 941-923-4085 
C: 941-232-6363 
E: Brent@MyersandCompanyCPA.com 
Committee: Finance 

Perrone, Richard N. (8/14) 
Vice President: Perrone Construction 
H: 313 Palmetto Ave 
Osprey, FL 34229 
W: 941-924-6900 
C: 941-915-2156 
E: ricky@perroneconstruction.com 
Committee: Development 

Vacar, Richard (Rick) (3/21) 
Aviation Consultant & Expert Witness 
H: 7867 Saddle Creek Trl 
Sarasota, FL 34241 
C: 832.244.0902 
E: rmvacar@gmail.com 
Committees: Governance 

Wilbraham, Caryn (12/18) 
Retired 
H: 435 L’Ambiance Dr #901 
Longboat Key, FL 34228 
C: 941-726-8282 
E: caryn.wilbraham@gmail.com 
Committee: Development 
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Humane Society of Sarasota County Board Meeting Dates 

Meetings are held the first Tuesday of each month at 12:30pm, unless otherwise changed due to 
holidays or other conflicts. 

 Meetings are generally held in the Board Room of the Humane Society of Sarasota County: 

2331 15th Street, Sarasota, FL 34237. 
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Board Responsibilities 

Responsibilities 
• Act as the fiduciary and guardian of the organizational assets.
• Annually assess the ever-changing environment and approve the organization’s strategy

to be responsive.
• Review and approve the annual financial goals.
• Annually review and approve the organization’s budget.
• Approve major policies.
• Support and guide the Executive Director.

Organization 
• Annually approve the performance review of the Executive Director and establish

compensation based on recommendations of the Executive Committee and Board
President.

• Ensure that management succession is properly planned.
• Approve appropriate compensation and benefit policies and practices.
• Propose a slate of prospective directors to members and fill vacancies as needed.
• Annually review the performance of the Board (including its composition, organization,

and responsibilities) and take steps to improve its performance.

Operations 
• Review results achieved by the organization as compared with the organization’s mission

and annual and long-range goals. Compare performance to that of similar organizations.
• Be certain that the financial structure of the organization will adequately support its

current needs and long-range strategy.
• Provide candid and constructive criticism, advice, and comments.
• Approve major actions of the organization such as capital expenditures on all projects

over authorized limits and major changes in programs and services.

General 
• Ensure that the Board and its committees are adequately informed of the financial

condition of the organization and its operations through reports or any appropriate
method.

• Ensure that reports properly reflect the operating results and financial condition and
performance (including financial) of the organization.

• Ensure that management has established appropriate policies to define and identify
conflicts of interest throughout the organization and is diligent in its administration and
enforcement of those policies.
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• Appoint independent auditors subject to approval by board members.
• Review compliance with relevant material laws affecting the organization and its

programs and operations.

Responsibilities of Board Members 

The HSSC board is responsible for overseeing the mission and purpose of the organization. Its 
duties include participation in strategic planning and making policy decisions, then securing the 
financing of them and the monitoring of their execution. Members must be willing to attend the 
requisite meetings, follow through on commitments, and participate fully in the decision-making 
process. The board also presents the organization’s image to the community and solicits its 
support in achieving the HSSC’s goals. 

General Responsibilities 

Fiscal  
• Review revenues and expenses on a quarterly basis to ensure the mission of the

organization is being upheld.
• Strengthen HSSC’s financial base by participating in and contributing to the

organization’s fundraising efforts.
• Participate in strategic planning and the setting of long-term goals.

Legal 
• Act on behalf of the organization and its interests, putting aside personal concerns,

affiliations, or constituencies.
• Set procedures and policies to ensure that any affiliate is organized and administered in

a manner that is in compliance with applicable law.

Ambassadorship 
• Promote the organization’s mission, generating good will for the organization, and

encouraging support for the efforts of the staff and volunteers.
• Make introductions to new communities, corporate sponsors, foundations, and helpful

individuals.

Staff 
• Hire the Executive Director and review performance annually.
• Be willing to use individual expertise to assist in staff organization and development.

Specific Responsibilities 

• Attendance and Contribution at Meetings:  It is understood and expected that every
Board Member attend and be active in all Board meetings. Board Members must attend

Handbook Page 32 of 112



3 0817

at least 10 out of the 12 scheduled Board meetings each year (in person or via phone) to 
remain in good standing. 

• Give or Get: Each Board member is responsible for raising (or giving) a minimum of
$2,500 annually. This is inclusive of each Board Member’s responsibility to give at least
$250.

• Committee Membership: Each board member must sit on at least one committee, and
a Board Member may be asked to lead each of our committees. The full committee list
with descriptions follows:
o Executive Committee
o Development Committee
o Finance Committee
o Governance Committee

• Terms. We expect our board members to sign up for a two-year term with up to four
consecutive terms allowed for a total of eight years.
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HSSC Standing Committees 

Executive  

Governance  

Finance  

Development 

Committee Structure (Rules Applicable to All Committees) 

• Each committee and sub-committee member must sign confidentiality policy and

conflict of interest statement if member is not also a Board Member.

• Each committee will have at least three members unless otherwise approved by the

Board of Directors.

• Committee members shall be from the Board of Directors or Organization only, unless

otherwise approved by the Board of Directors.

• Each committee will meet monthly.

• Each committee will provide brief minutes of their monthly meeting sufficient to inform

the Board of Directors of the prior month's activities. The minutes will be included in the

meeting packages.

• Each committee may establish sub-committees from time to time with the permission of

the Board President.

• Committee terms will terminate automatically when new Board President is elected or

the committee chair changes. Generally, committee terms will be two years and track

that of the President's term, except as otherwise provided by a majority vote of the

Board.

General Responsibilities for Committee Chairs (Rules Applicable to All Committees) 

In addition to duties of a general board member, committee chairs will handle the following 

primary responsibilities: 

• Determine the size of the committee and recruit committee members.

• Set the committee's agenda based upon the input of other committee members and the

board.

• Determine annual goals and objectives for the committee within the expectations set by

the board.

• Determine which agenda items can be decided upon within the committee and which

agenda items require the input of the Board.

• Present pertinent information about committee progress to the Board in monthly written

reports, to be submitted to the Board chair no later than one week prior to the Board

meeting date.
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• Work in collaboration with other appointed Board committees.

• Handle or delegate all administrative tasks associated with the effective coordination of

the committee. These tasks include but are not limited to:

o Communicating consistently with committee members (at least once a month)

o Securing space for committee meetings

o Reminding committee members about meeting times and location

o Taking meeting minutes

o Sending committee meeting minutes to the Board secretary no later than one

week after the committee meeting and before the next Board meeting

Executive Committee Job Description 

The Executive Committee shall consist of the Board President, Vice President, Secretary, and 

Treasurer. The Chairman of the Executive Committee shall be the President. A majority of the 

voting members of the Executive Committee shall constitute a quorum. The Executive 

Committee shall have and exercise authority of the Board of Directors in the management of the 

business of the organization between meetings of the Board; however, the Executive Committee 

may not modify any action taken by the Board and ·shall have no authority affecting any of the 

following: 

• Submission to Members of any action for which the approval of Members is required

under the law;

• Filling of vacancies in the Board;

• Adoption, amendment, or repeal of the Bylaws;

• Amendment or repeal of any resolution of the Board;

• Action on matters committed by the Bylaws or resolution of the Board to the Board or

another Committee of the Board;

• Action on matters concerning deviation from the approved budget in excess of

$10,000.00 or the hiring or termination of the Executive Director, Development Director,

or Clinic Manager.

Governance Committee Job Description 

The Governance Committee is responsible for ongoing review and recommendations to 

enhance the quality and future viability of the board. The focus of the committee revolves 

around the following five major areas: 

Board Role and Responsibilities 

• Leads the Board in regularly reviewing and updating the Board's statement of its role

and areas of responsibility, and the expectations of individual Board Members and the

Board as a whole.

• Assists the Board in periodically updating and clarifying the primary areas of focus for

the Board—the Board's agenda for the next year or two, based on the strategic plan.
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Board Composition 

• Leads in assessing current and anticipated needs for Board composition, determining the

Board's knowledge, attributes, skills, abilities, influence, and access the Board will need to

consider in order to accomplish future work of the Board.

• Develops a profile of the Board as it should evolve over time.

• Identifies and presents potential Board member candidates and explores with each

candidate his or her interest and availability in Board service.

• Nominates individuals to be elected as directors of the Board and as Advisory

Committee Members.

• In cooperation with the Board chair, meets annually with each Board member to assess

his or her continuing interest in board membership and term of service. Works with each

Board member to identify the appropriate role he or she might assume on behalf of the

organization.

Board Knowledge 

• Designs and oversees a process of Board orientation, including information prior to

election as a Board Member and information needed during the first cycle of Board

activity for new Board Members.

• Designs and implements an ongoing program of Board information and education for all

Board members.

Board Effectiveness 

• Leads the periodic assessment of the Board's performance; proposes, as appropriate,

changes in Board structure, roles, and responsibilities.

• Provides ongoing counsel to the Board Chair and other Board leaders on steps they

might take to enhance Board effectiveness.

• Regularly reviews the Board's practices regarding member participation, conflict of

interest, confidentiality, etc., and suggests improvements as needed.

• Periodically reviews and updates the Board's policy guidelines, bylaws, and practices.

Board Leadership 

• Takes the lead in succession planning, taking steps to recruit and prepare for future

Board leadership.

• Nominates Board members for election as Board officers.

The Governance Committee will meet monthly or more often as needed. The Committee will 

consist of at least one Board Member (who will be the chair) and two other members who may 

be, but are not required to be, Board Members. 

Finance Committee Job Description 

The Finance Committee is responsible for monitoring the organization's overall financial health. 

The work of the committee revolves around the following areas: 

• Ensure that accurate and complete financial records are maintained.

• Monitor income and expenditures against projections.
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• Review and recommend financial policies to the Board, including ensuring adequate

internal controls and maintaining financial records in accordance with standard

accounting practices.

• Ensure that accurate, timely, and meaningful financial statements are prepared and

presented to the Board.

• Present quarterly or monthly financial statements to the Board.

• Budget and oversee financial planning.

• Propose for Board approval a budget that reflects the organization's goals and Board

policies.

• Ensure that the budget accurately reflects the needs, expenses, and revenue of the

organization.

• Review budgets of special projects.

• Draft bequest policy and ensure compliance with it.

• Safeguard the organization assets.

• Review proposed new funding for financial implications, recommending approval or

disapproval to the Board.

• Ensure that the organization has the proper risk management provisions in place,

including appropriate insurance coverage for the organization and for the Board.

• Help the full Board understand the organization's financial affairs.

• Ensure that the Board as a whole is well informed about the organization's finances.

• Take measures to educate the Board on areas that need further explanation.

• Ensure compliance with federal, state, and other requirements related to the

organization's finances.

• Ensure that IRS Form 990 and any other forms required by government are filed

completely, correctly, and on time.

The Finance Committee shall consist of no fewer than three Board Members. Committee 

Members should have a strong background in accounting, finance, or business. 

Audit Committee Job Description 

The Audit Committee may be formed as a standing committee or on an ad hoc basis. It is 

recommended that its membership be different from that of the finance and investment 

committees. 

The Audit Committee's principal responsibilities are as follows: 

• Review the adequacy of the organization's internal control structure.

• Hire an independent auditor and review the audit report with the auditor.

• Present audit findings to the Board and approve the audit.

• Review annual IRS Form 990 and present it to the Board for approval.

• If necessary, institute special investigations and, if appropriate, hire special counsel or

experts to assist.
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Additionally, the Audit Committee may review and approve a formal confidential process that 

allows employees to report any inappropriateness within the organization's financial 

management, and that prevents retaliation against employees or others for any such reports. 

Investment Committee Job Description  

The Investment Committee's responsibilities include the following: 

• Draft investment policies for the organization and monitor adherence to it.

• Hire and oversee performance of professional investment managers, and recommend

actions if necessary.

• Set performance goals for the portfolio.

• Follow closely the markets and their development.

• Consider all morally responsible investment concerns.

• Report to the rest of the Board.

The duties of the Audit and Investment committees may be performed by the Finance 

committee, should forming separate committees not be feasible. 

Development Committee Job Description 

The Development Committee works with the Board President, the Executive Director, the 

Development Director, and other Development staff to provide valuable input for developing 

the fundraising plan and engaging the entire Board in fundraising.  

The Development Committee's responsibilities include the following: 

• Ensuring that the case for support is strong, current, and based on the organization's

mission and goals; and distinguishes the organization from others in the field.

• Helping to develop plans for Board and Staff action related to gift solicitation and

recognition.

• Communicating expectations for financial contributions from the Board, and providing

leadership by making their own gifts (both outright and planned gifts).

• Helping to educate the Board about environmental factors affecting fundraising among

the organization's constituencies (e.g., current events, other organizations' activities,

economic factors).

• Involving and motivating other Board members in cultivation and solicitation of gifts.

• Helping to develop strategies for involvement and cultivation of major gift prospects

(e.g., individual, foundation, and corporate).

• Helping to evaluate potential prospects for increased contributions.

• Soliciting gifts at levels required for annual, special, and planned giving programs.

• Participating actively in special events and providing leadership for capital campaigns.

• Providing access for staff to new major gift prospects.

In addition to the above-listed responsibilities, each committee shall perform such other duties 

as may be required by the Board from time to time. 
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HSSC Standing Committees 

Executive (Board Officers) 
Teresa Jones (President) 
Jennifer Steube (Vice President) 
Jennifer Poppen (Secretary) 
Elizabeth Rabbitt-Stephen (Treasurer) 

Governance 
Christopher Fowler (Chair) 
Alisa Heedy 
Julia Montei 
Rick Vacar 

Finance 
Elizabeth Rabbitt-Stephen (Chair) 
Brent Myers 
Jennifer Poppen 
Jennifer Steube 

Development  
Janet Boyden (Chair) 
Lisa Eldridge 
Sonia Gibson  
Mark Kowalski 
Michelle Matson 
Ricky Perrone 
Jennifer Poppen 
Caryn Wilbraham 
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Humane Society of Sarasota County Conflict of Interest Policy*  

& Annual Statement for Directors and Officers and Members of a 
Committee with Board Delegated Powers 

 
Article I 
Purpose 

 
1. The purpose of this Conflict of Interest Policy (herein referred to as the “Policy”) is to 

protect the integrity of the Humane Society of Sarasota County Inc. (herein referred to as 
“HSSC”) and to promote the highest ethical standards in all dealings with HSSC. The 
Policy is designed to assist directors, officers, and employees of HSSC identify situations 
that present potential conflicts of interest. 
 

2. This document is intended to supplement, not replace, applicable state and federal laws 
governing conflicts of interest applicable to nonprofit and charitable organizations. 
Where there appears to be conflict between this Policy and any such state or federal law, 
the latter shall prevail. 
 

3. This policy is also intended to identify “independent” directors for the purpose of 
disclosure on IRS Form 990. 

Article II  
Definitions 

 
1. Interested Person—Any director, principal officer, or member of a committee with 

governing board delegated powers, who has a direct or indirect interest, as defined 
below, is an interested person. 
 

2. Interest—A person has an interest if the person, directly or indirectly, through business, 
investment, family, or other affiliations: 
 

a. Has an ownership or investment interest in any entity with which HSSC has a 
transaction or arrangement, 
 

b. Has a compensation arrangement with HSSC or with any entity or individual with 
which HSSC has a transaction or arrangement, or 
 

c. Has a potential ownership or investment interest in, or compensation 
arrangement with, any entity or individual with which HSSC is negotiating a 
transaction or arrangement. 
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d. Is affiliated with an organization whose mission may be in conflict or direct 
competition with HSSC. 
 

A financial interest is not necessarily a conflict of interest. A person who has a financial 
interest may have a conflict of interest only if the Board decides that a conflict of interest 
exists, in accordance with this policy. 

 
3. Independent Director—A  director shall be considered “independent” for the purposes 

of this policy if he or she is “independent” as defined in the instructions for the IRS 990 
form or, until such definition is available, the director – 
 

a. is not, and has not been for a period of at least three years, an employee of HSSC 
or any entity in which HSSC has a financial interest; 
 

b. does not directly or indirectly have a significant business relationship with HSSC, 
which might affect independence in decision-making; 
 

c. is not employed as an executive of another corporation where any of HSSC’s 
executive officers or employees serve on that corporation’s compensation 
committee; and 
 

d. does not have an immediate family member who is an executive officer or 
employee of HSSC or who holds a position that has a significant financial 
relationship with HSSC. 

 
Article III 

Procedures 
 

1. Duty to Disclose—In connection with any actual or perceived conflict of interest, an 
interested person must disclose the existence of the interest to the Board and be given 
the opportunity to disclose all material facts to the HSSC Governance Committee. 
 

2. Recusal of Self—Any director may recuse himself or herself at any time from 
involvement in any decision or discussion in which the director believes he or she has or 
may have a conflict of interest, without going through the process for determining 
whether a conflict of interest exists. 
 

3. Determining Whether a Conflict of Interest Exists -- After disclosure of the interest 
and all material facts, and after discussion with the interested person, the HSSC 
Governance Committee shall make a recommendation to the Board, whose members 
shall vote to accept or reject the recommendation of the Governance Committee and 
determine if a conflict of interest exists. 
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4. Procedures for Addressing the Conflict of Interest 
 

a. An interested person may make a presentation at the Board meeting, but after 
the presentation, he/she shall leave the meeting during the discussion of, and the 
vote on, the transaction or arrangement involving the possible conflict of interest. 
 

b. The President of the Board shall, if appropriate, appoint a disinterested person or 
committee to investigate alternatives to the proposed transaction or 
arrangement. 
 

c. After conducting its due diligence, the Board shall determine whether the relevant 
facts give rise to a conflict of interest. 
 

d. The Board shall then determine, by a majority vote of the disinterested directors, 
whether a conflict exists. In the event a conflict of interest is determined, the Board 
shall then decide whether pursuing the transaction, arrangement or relationship 
is in HSSC's best interest regardless of the existence of a conflict of interest. 
 

5. Violations of the Conflicts of Interest Policy 
 

a. If the Board has reasonable cause to believe a member has failed to disclose 
actual or possible conflicts of interest, it shall inform the member of the basis for 
such belief and afford the member an opportunity to explain the alleged failure 
to disclose. 
 

b. If, after hearing the member's response and after making further investigation as 
warranted by the circumstances, the Board determines the member has failed to 
disclose an actual or possible conflict of interest, it shall take appropriate 
disciplinary and corrective action. 

 
Article IV 

Records of Proceedings 
 
The minutes of the Board and all committees with Board delegated powers shall contain: 
 

1. The names of the persons who disclosed or otherwise were found to have an interest in 
connection with an actual or possible conflict of interest, the nature of the interest, any 
action taken to determine whether a conflict of interest was present, and the Board's 
decision as to whether a conflict of interest in fact existed. 
 

2. The names of the persons who were present for discussions and votes relating to the 
transaction or arrangement, the content of the discussion, including any alternatives to 
the proposed transaction or arrangement, and a record of any votes taken in connection 
with the proceedings. 
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Article V 
Compensation 

 
1. A voting member of the Board who receives compensation, directly or indirectly, from 

HSSC for services is precluded from voting on matters pertaining to that member's 
compensation or business interest. 
 

2. A voting member of any committee whose jurisdiction includes compensation matters 
and who receives compensation, directly or indirectly, from HSSC for services is precluded 
from voting on matters pertaining to that member's compensation or business interest. 

 
Article VI  

Annual Statements 
 

1.   Each director, principal officer and member of a committee with Board delegated powers 
shall annually sign a statement which affirms such person: 
 

a. Has received a copy of the conflict of interest policy, 
 

b. Has read and understands the policy, 
 

c. Has agreed to comply with the policy, and 
 

d. Understands HSSC is charitable and in order to maintain its federal tax exemption 
it must engage primarily in activities which accomplish one or more of its tax-
exempt purposes. 
 

2.    Each voting member of the Board shall annually sign a statement which declares whether 
such person is an independent director. 
 

3.    If at any time during the year, the information in the annual statement changes materially, 
the director shall disclose such changes and revise the annual disclosure form. 
 

4. The HSSC Governance Committee shall regularly and consistently monitor and enforce 
compliance with this policy by reviewing annual statements and taking such other actions 
as are necessary for effective oversight. 

 
Article VII 

Periodic Reviews 
 
To ensure HSSC operates in a manner consistent with charitable purposes and does not engage 
in activities that could jeopardize its tax-exempt status and so as to preserve the highest 
standards of ethical conduct, periodic reviews of this Policy shall be conducted. The Governance 
Committee and Board shall undertake any necessary changes to this Policy to ensure maximum 
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compliance and promote the highest ethical standards among the directors, officers, and 
employees of HSSC. 
 

Article VIII 
Use of Outside Experts 

 
When conducting the periodic reviews as provided for in Article VII, HSSC may, but need not, 
use outside advisors. If outside experts are used, their use shall not relieve the Board of its 
responsibility for ensuring periodic reviews are conducted. 

 
 

Revision History by the HSSC Board: 
Initial Conflict of Interest Policy adopted November 1, 2011.  
Revised: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*This policy is based on the IRS model Conflict of Interest Policy, which is an attachment to Form 
1023. It supplies information necessary for HSSC to assess director independence for inclusion in 
IRS Form 990. 
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Humane Society of Sarasota County  
Director and Officer Annual Conflict of Interest Statement 

 
Name:   _ Date:    
 

Position: 
Are you a voting Director? Yes No  
Are you an Officer? Yes No 
If you are an Officer, which Officer position do you hold: __________________________________  . 
 
I affirm the following (please initial): 

• I have received a copy of the HSSC Conflict of Interest Policy._______ 
• I have read and understand the Policy. _______  
• I agree to comply with the Policy. _______  
• I understand that HSSC is charitable and in order to maintain its federal tax 

exemption it must engage primarily in activities which accomplish one or more of 
tax-exempt purposes. _______ 

 
Disclosures: 

• Do you have a financial interest (current or potential), including a compensation 
arrangement, as defined in the Conflict of Interest Policy with HSSC? Yes No 

• If yes, please describe it: 
  _________________ 

• If yes, has the financial interest been disclosed, as provided in the Policy?   Yes     No 
• In the past, have you had a financial interest as defined in the Conflict of Interest 

policy with HSSC?    Yes No 
• If yes, please describe it, including when (approximately): 

__________________________________________________________________________________________ 
 

• If yes, has the financial interest been disclosed, as provided in the Policy?     Yes  No 
 

• Are you an independent director, as defined in the Conflict of Interest Policy? Yes   No 
 
 
 
Signed:  ___________ Date:    
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Humane Society of Sarasota County  

Policy on the Budgeting of Bequest Income 
January 2013 

 
The Humane Society of Sarasota County (HSSC) relies on bequest income to fund a sizeable 
amount of its annual operations.  In 2012, bequest income is expected to comprise 40% of 
annual revenues, thus making it a critical revenue stream that enables the agency to fulfill its 
mission. 
 
In recent years, bequest income has served multiple purposes. For example, some years it has 
appropriately funded the agency’s capital expenditures. Other years, it has funded operating 
shortfalls due to escalating costs or lower-than-forecasted revenues. All throughout, 
Management and the Board have lacked a clear policy to guide its thinking and decision-making 
on the role of bequest income in the shelter’s budget.   
 
Based on the foregoing, the Finance Committee proposes to the Board the following proposal 
on budgeting for, and treating of, bequest income in future years. The goals of this proposal are: 
 

1. Build consensus around a plan to address bequest income more consistently in future 
years. 
 

2. Guide Management and Board decision-making with respect to future years’ budgets 
and investment policy revisions.   
 

3. Evolve towards a more consistent and responsible budgeting process that both 
recognizes the role that bequest income plays in funding day-to-day operations, but also 
stresses the importance of using bequests to fund HSSC’s endowment for future 
operational endeavors. 
 

Today, HSSC’s budget cannot balance without heavy reliance on bequest income, which is 
understood to be an unpredictable revenue source that is difficult to forecast with any degree of 
certainty. While many shelters operate in a similar fashion (and there is nothing inherently 
wrong with doing so), there are three key drawbacks to the current practice: 
 

1. First and most importantly, Management and the Board have no clarity or predictability 
to HSCC’s largest revenue stream. Not knowing the amount of next year’s most 
important funding source puts Management and the Board in a difficult position of 
allocating budget capital in a very uncertain context.   
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2. Second, and as a result of the first drawback, the budgeting process is overly 

cumbersome and time-consuming for Management and the Finance Committee.  
 

3. Third, future development efforts may well be hampered by not having a clear strategy 
in place that assures potential donors of HSSC’s commitment to being a good steward of 
that donor’s funds.  

 
Beginning with the 2013 budget, the new policy calls for a gradual reduction in the amount of 
current year’s bequest income that can be devoted to funding future year budgets. Given the 
realities of the 2013 budget, it is likely that a substantial amount of 2013 bequest income will be 
needed to support shelter operations. Therefore, 100% of 2012 bequest income will be used to 
support 2013 shelter operations. Every year after 2013, the amount of bequest income that can 
be used to fund shelter operations decreases by 20% of that year’s bequest income. The policy 
suggests that HSSC eliminate its reliance on bequest income for budgetary support over a five-
year period, decreasing by 20% every year as shown in the chart below. 
 
An example will help illustrate the plan. For simplicity, suppose HSSC is able to consistently 
generate $750,000 in bequests every year for the next five years. As you can see in the 2013 
column, 100% of that amount will be used to fund operations and 0% is added to our 
investments.  In 2014, the amount of bequest that will be allocated to fund shelter operations 
decreases by 20% to $600,000 and the remaining amount ($150,000) is added to the 
endowment.  After five years, beginning in 2018, the plan is to eliminate bequests altogether as 
a recurring source of capital to fund the shelter’s operations.   
 
 

 
 
 

In reality, the bequest figure will vary every year, so the Finance Committee will be tasked with 
making sure the plan achieves the plan’s intended goal irrespective of the actual amount of 
bequest income. In years where the bequest income falls short of the budgeted amount, the 
endowment will serve as a backstop to fund the agency’s shortfall that year. To be clear, we will 
NOT ask the shelter to cut costs in years where bequest income is less than budgeted amounts. 
Conversely, in years where actual bequest income exceeds the budgeted amount, we will ask the 
shelter to set aside the excess funds in the endowment.   
 
An important outcome of this policy is that revenue growth will be constrained in future years as 
we budget for lower amounts of bequest income each successive year. This will require 

Operations 100% 80% 60% 40% 20%
Endowment 0% 20% 40% 60% 80%

2013 2014 2015 2016 2017
$250,000 $250,000 $200,000 $150,000 $100,000 $50,000
$500,000 $500,000 $400,000 $300,000 $200,000 $100,000
$750,000 $750,000 $600,000 $450,000 $300,000 $150,000

$1,000,000 $1,000,000 $800,000 $600,000 $400,000 $200,000
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Management and the Board to seek improvement in operations, explore new revenue streams, 
and increase efforts at development and planned giving. At the same time, HSSC will benefit 
from the steady and recurring income stream generated by a growing endowment.   
 
Furthermore, for this policy to work effectively and support HSSC’s mission, it must work in 
accord with the shelter’s investment policies. The Finance Committee will ensure that the 
endowment’s investment allocations are responsive to, and complementary with, this policy.   

 
Importantly, this policy cannot account for every possible permutation of events that would 
cause one to rethink the policy. Future members of Management, the Finance Committee, and 
the Board may see fit to revise this policy as circumstances dictate. However the goals, as 
outlined on page 1, remain the same irrespective of the specific policy in place. Management 
and the Board should strive toward a more consistent and sensible approach to bequest income 
that responds to the shelter’s near-term funding priorities while at the same time securing the 
shelter’s long-term financial health.  
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Humane Society of Sarasota County Capitalization Policy 

 
Definitions 
Capital Assets—A Capital Asset is defined as a unit of property that: 

1. Has an economic useful life that extends beyond one year, and 
2. Was acquired or produced for a cost of more than the threshold amount 

  
Capital assets are depreciated over the assets’ estimated economic useful lives. 
 
Repairs and Maintenance—Expenditures made to maintain an existing asset in usable 
condition without extending the asset's useful life or significantly increasing its capacity. Repairs 
and maintenance items are expensed as incurred. 
 
Threshold 
HSSC establishes $1,000 as the minimum threshold amount for capitalization. 
 
All assets or material and supplies expenditures of $1,000 or less shall be written off when paid 
or incurred.  
 
This includes any and all assets, whether leased, leasehold improvements, financed, or paid for 
outright by HSSC. 
 
The $1,000 shall be determined on a per-invoice and not on a per-item basis. In the case of 
assets acquired by gift, the estimated fair value at the date of receipt shall be considered the 
asset’s cost.  
 
This policy does not apply to purchases of land or inventory. 
 
Any asset expenditure that is expected to last one year or less when placed in service, no matter 
what dollar amount of expenditure, shall be written off when the expenditure is paid or incurred, 
in accordance with HSSC’s regular method of accounting. 
 
Competitive Bid 
Competitive bids (preferably three, minimum two) shall be sought when appropriate for all 
capital asset purchases (i.e., for asset purchases over $1,000 with a useful life of over one year). 
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Approval 
HSSC’s Capital Budget shall be updated each year and should include proposed capital asset 
purchases that are anticipated to take place during the year. Those purchases itemized within 
the approved capital budget are considered approved. 
 
Capital purchases not within the approved capital budget that are over $1,000 but under $5,000 
can be made with the Executive Director’s approval, provided resources are available, and with 
the stipulation that the board be informed about it at the next regular meeting. 
 
Capital purchases not within the approved capital budget that exceed $5,000 shall require the 
approval of both the Executive Director and at least one member of the Board’s Executive 
Committee. 
 
Recordkeeping 
HSSC’s Accounting Department shall maintain a list of fixed assets showing the date of 
acquisition and its cost. HSSC shall keep on file documentation for each capital purchase. 
 
Annual depreciation expense shall be included in HSSC’s annual operating budget, based on 
depreciation estimates provided by HSSC’s auditors for the year. 
 
A provision for depreciation expense shall be recorded on the books monthly based on the 
above-mentioned estimates and adjusted to actual annually. 
 
All capital assets shall be depreciated using the straight-line method over their estimated 
economic useful lives as follows: 
 

Asset Category Estimated Useful Life 
Purchased Software  3 years 
Computers and Related Equipment 5 years 
Machinery and Equipment 5 years 
Vehicles 5 years 
Furniture and Fixtures 7 years 
Leasehold Improvements  15 years 
Buildings 39 years 
Leased Equipment Length of lease 

 
Retirement & Disposal 
Capital assets shall be retained as long as they continue to contribute in an efficient and 
economical manner to HSSC’s operations. This may extend beyond the useful life used for 
depreciation purposes. Only when the assets are disposed of is the original asset and 
accumulated depreciation written off the fixed asset record.   
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An Asset Removal/Transfer Form shall be filled out by each Department Manager. Any disposals 
or transfers of capital assets shall be approved by the Executive Director prior to 
disposal/transfer. Completed forms shall be turned into the Accounting Department. 
 
The Accounting Department shall update the fixed asset list monthly.  
 
HSSC’s Executive Director shall review the fixed asset list periodically, but at least annually. 
  
HSSC shall conduct an inventory count of capitalized fixed assets annually. 
 
This capitalization policy shall be effective as of May 15, 2014. 
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Humane Society of Sarasota County Asset Removal/Transfer Form  
 

Disposal or Transfer (Please circle one) 
                                                                     
Item No. (if available): ______________________________________________________________________________ 
 
Item Description/Serial #: __________________________________________________________________________ 
 
Date of Disposal/Transfer: __________________________________________________________________________ 
 
Location: ____________________________________________________________________________________________ 
 
Transferred to (if applicable): _______________________________________________________________________ 
 
Reason for Disposal/Transfer: ______________________________________________________________________ 
 
Employee Name: ___________________________________________________________________________________ 
 
Date Form Completed: _____________________________________________________________________________ 
 
Approved by: _______________________________________________________________________________________ 
 
 
Please give completed form to Helen Lee, Office Manager. 
 
Section below to be filled out by Accounting Department: 
 
Original Cost of disposed/transferred item: ________________________________________________________ 
 
Fixed Asset list updated on: ________________________________________________________________________ 
 
By: __________________________________________________________________________________________________  
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Humane Society of Sarasota County  
Physical Inventory of Fixed Assets Count Sheet 

 
 
Sheet No.  Date  

Performed By  Department  

 
Item No. Item Description Purchase 

Price 
Quantity Location Capitalized (Y/N) 
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Item No. Item Description Purchase 
Price 

Quantity Location Capitalized (Y/N) 
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Item No. Item Description Purchase 
Price 

Quantity Location Capitalized (Y/N) 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

Signature 
 

 

Handbook Page 55 of 112



 

  
 1 0721  

 
Humane Society of Sarasota County Donor Privacy Policy 

 
As the area’s premier no-kill shelter, the Humane Society of Sarasota County (HSSC) engages 
the hearts, hands, and minds of the community to help animals. 
 
As a private, nonprofit organization, HSSC receives no state or federal funding from any entity, 
nor are we funded by any national organization. HSSC is not affiliated with the Humane Society 
of the United States or any other national humane group such as the American Society for 
Prevention of Cruelty to Animals, and it receives no support from them. HSSC relies solely on 
program revenue, retail sales, and donations, bequests, and special events.  
 
Donor Information 
HSSC respects the privacy of all donors. We believe in safeguarding personal information and 
ensuring that donor privacy is protected. Your name, address, and any other personal data you 
provide will be used only by HSSC to keep you informed of our activities, including our 
programs, special events, and funding needs.  If at any time you choose not to receive these 
communications, you may contact HSSC, and we will gladly remove your name from our mailing 
list. HSSC collects and maintains the following types of donor information when it is voluntarily 
provided to us: 

• Contact information such as name, address, telephone number, and email address 
• Giving history 
• Payment information: last four digits of credit card number and digital copies of all 

checks received 
• Information on events attended, publications received, and special requests for program 

information 
• Information provided by the donor in the form of comments and suggestions 

 
Electronic Personal Records 
Donor information is maintained in a secured database. Only authorized personnel have access 
to this information and only for appropriate business purposes. 
 
List Sharing 
HSSC does not rent, sell, give away, or trade its donor lists or any information contained on 
those lists. We assure you that the identity of all our donors will be kept confidential.  Use of 
donor information will be limited to the internal purposes of HSSC and to further the mission. 
 
Changes to Donor Records 
HSSC will discontinue or change the method used to contact any person upon that person’s oral 
or written request directed to the organization via the contact information listed below.  If at any 
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time, you would like to correct the personal information we have about you or if you would like 
to change your contact preferences, you can let us know by contacting us at the information 
below. In order to review any personal information we have about you, to ask us to delete that 
information, or to stop further use of the information, please contact us by using the 
information below. If you would like to unsubscribe from our email list, please use the 
unsubscribe link at the bottom of our newsletter or general emails or contact us by using the 
information listed below. It may take up to two months to remove you from our mailings if we 
have one in production when you request to be removed. 
 
Permanent Record  
HSSC, with approval from the Board of Directors, will maintain an electronic record of all 
requests for discontinuance of contacts. Oral requests will be noted in writing by the staff of 
HSSC, then permanently recorded in the electronic donor database. The records of persons who 
have made such a request will be maintained by HSSC to the extent necessary for legal or 
liability purposes. 
 
Cookies  
“Cookies” are pieces of information that an Internet site transfers to an individual’s hard drive for 
record-keeping purposes. Cookies allow a certain Internet site to remember important 
information that will make your use of the site more convenient.  
 
Use the options in your Internet browser if you do not wish to receive a cookie or if you wish to 
set your browser to notify you when you receive a cookie. Click on the “Help” section of your 
browser to learn how to change your cookie preferences.  
 
We use Google services, such as Google Analytics, as well as other third-party vendors like 
PayPal or Petango that place first-party and/or third-party cookies on a browser across their 
websites. To opt out of Google tracking, please visit their opt-out page, 
www.google.com/policies.   
 
Links to Other Sites  
We may offer links to sites that are not operated by HSSC. If you visit one of these linked sites, 
you should review their privacy and other policies. We are not responsible for the policies and 
practices of other companies. 
 
Changes to Our Privacy Policy  
Our privacy policy became effective on July 14, 2014.  From time to time, it may be necessary for 
HSSC to change its privacy policy.  Rest assured, however, that any changes will not be 
retroactively applied and will not alter how we handle previously collected information. 
 
Contacting Us 
If you have comments or questions about our Donor Privacy Policy, please contact Anna Gonce 
at agonce@hssc.org or call 941.955.4131 x102.  
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Humane Society of Sarasota County Gift Acceptance Policy 

 
I. Introduction 
 

The Humane Society of Sarasota County (HSSC), a nonprofit organization organized under 
the laws of the State of Florida, solicits and accepts gifts for purposes that will help HSSC 
further and fulfill its mission. As the area’s premier no-kill shelter, HSSC engages the hearts, 
hands, and minds of the community to help animals. 

 
HSSC solicits current and deferred gifts from individuals, corporations, and foundations to 
secure the future growth and mission of HSSC. Positive relationships among all these parties 
are essential to HSSC’s financial stability.  

 
The provisions of this policy govern the acceptance of gifts made to HSSC for any of its 
operations, programs, or services. Special gifts are considered on their merits, and final 
action is taken on those as authorized by the HSSC Board of Directors. 

 
II. Legal and Ethical Considerations 
 

A. HSSC cannot give accounting, tax, or legal advice, but works closely with the donor’s 
advisors. HSSC urges all prospective donors to seek the assistance of personal legal and 
financial advisors in matters relating to their gifts, including the resulting tax and estate 
planning consequences. It is the donor’s responsibility to secure independent legal 
counsel for all gifts made to HSSC.  

 
B. Where appropriate, HSSC will seek the advice of legal counsel in matters relating to 

acceptance of gifts. Review by counsel is recommended for: 
1. Gifts of securities that are subject to restrictions or buy-sell agreements. 
2. Documents naming HSSC as trustee or requiring HSSC to act in any fiduciary 

capacity. 
3. Gifts requiring HSSC to assume financial or other obligations. 
4. Transactions with potential conflicts of interest. 
5. Gifts of property which may be subject to environmental or other regulatory 

restrictions. 
 

C. HSSC will not compensate, whether through commissions, finders’ fees, or other means, 
any third party for directing a gift or a donor to HSSC. It is understood that such fees 
may not be legal and that in the case of irrevocable deferred gifts that involve 
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management of assets, the payment of such fee may subject HSSC to federal and state 
security regulation. 

 
D. HSSC does not pay commissions or percentages associated with negotiation and 

acceptance of any form of gift. 
 

E. Gifts are also subject to the provisions of other HSSC policies, including the adopted 
Conflict of Interest policies. 
 

III. Donor Consideration and Recognition 
 
A. HSSC accepts unrestricted gifts and gifts for specific programs and purposes, provided 

that such gifts are not inconsistent with its stated mission, purposes, and priorities. HSSC 
does not accept gifts that are excessively restrictive in purpose. Gifts that are excessively 
restrictive include those that:  
1. Would result in HSSC violating its bylaws; 
2. Would result in HSSC losing its status as an IRS 501(c)(3) not-for-profit organization; 
3. Are too difficult or expensive to administer in relation to their value; 
4. Would result in any unacceptable consequences for HSSC; or 
5. Are for purposes outside HSSC’s mission. 

 
B. Decisions on the restrictive nature of a gift, and its acceptance or refusal, shall be made 

by the Executive Committee, in consultation with the Executive Director. 
 

C. Any gift may be made in honor of or in memory of the donor or anyone he/she may 
wish to designate. Notice of the person honored or memorialized must be provided at 
the time the gift is made. Upon request, notification of the gift is mailed to a third party. 
The gift amount is not disclosed. 
 

D. HSSC will respect the intent of the donor relating to gifts for restricted purposes and 
those relating to the desire to remain anonymous. With respect to anonymous gifts, 
HSSC will restrict information about the donor to only those staff members with a need 
to know. 

 
E. Donor privacy is governed by the Donor Privacy Policy adopted by the Board of 

Directors. 
 
IV. General Gift Acceptance 
 

A. All charitable contributions, regardless of value, form, or designated use, are made only 
to HSSC, using the proper legal name, “Humane Society of Sarasota County.” 
 

B. Gifts received via postal mail are recorded as of the date postmarked. Hand-delivered 
gifts are recorded as of the date of receipt. Gifts made via credit card over the phone are 
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recorded as of the date received, and online credit card gifts are recorded as of the date 
of the transaction. 

 
C. The gross amount of donations made via credit card or online payment is credited to a 

donor for recognition purposes. For accounting purposes, the donations are recorded 
net of credit card processing fees.  

 
D. Pledges are considered on a case-by-case basis. 

 
E. Use of Grant Funds 

1. All grant funds given to HSSC are to be spent in accordance with the funding 
agreement provided by each grant. 

2. Prior to submission of a grant proposal, the grant writer is responsible for verifying 
that HSSC can use the funds as requested. 
 

F. Gift Acknowledgment and Substantiation 
1. HSSC will provide acknowledgment to donors meeting IRS substantiation 

requirements for property received by the charity as a gift. 
2. Except for gifts of cash and publicly traded securities, no value shall be ascribed to 

any receipt or other form of substantiation of a gift received by HSSC. 
 

G. Evaluation and Acceptance of Gifts—Gifts fall into two main acceptance categories: 
1. Gifts Generally Accepted Without Review (see Section V); and  
2. Gifts Subject to Prior Review (see Section VI) 

 
H. Declining Gifts—Gifts may have to be declined under certain conditions including, but 

not limited to, the following: 
1. The gift is restricted and requires support from other resources that are unavailable, 

inadequate, or may be needed for other institutional purposes. 
2. The gift is restricted and supports a purpose or program peripheral to existing 

principal purposes of HSSC. 
3. The gift creates or perpetuates programs or obligations that dissipate resources or 

deflect energies from other programs or purposes. 
4. The gift injures the reputation or standing of HSSC or generates such controversy as 

to substantially frustrate and defeat the purpose to be served. 
 

V. Gifts Generally Accepted Without Review 
 

A. Cash 
1. Cash gifts are acceptable in any form and any amount, including by check, money 

order, credit card, or online. 
2. Checks and money orders shall be made payable to the Humane Society of Sarasota 

County. 
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3. In no circumstance shall checks or money orders be made payable to an employee, 
volunteer, or agent for the credit of HSSC. 

4. When requested, HSSC will provide wire transfer instructions to a donor. 
5. Donors wishing to make a gift by credit card must provide the card type (e.g., Visa, 

MasterCard, Discover, or American Express), card number, expiration date, and name 
of the card holder as it appears on the credit card. Credit card gifts can be made in 
writing or over the phone. 
 

B. Bank and Investment Accounts 
1. "Payable on Death" (POD) or "Transfer on Death" (TOD) accounts name a beneficiary 

to receive the proceeds upon the account owner’s passing.  
2. The owner does not have to change his/her will or work with an attorney or 

accountant. There are no fees to arrange such a gift. The account owner simply 
completes the beneficiary form provided by the financial institution with HSSC’s 
financial institution information.  

3. The account owner retains complete control over the funds or assets in the account 
while living, and these gifts are completely revocable. 
 

C. U.S. Savings Bonds 
1. Although it is not possible to make a lifetime charitable gift of a U.S. Savings Bond 

without first paying the tax on the interest earned, it does make an excellent asset to 
bequeath to HSSC because savings bonds generate “income in respect of a 
decedent.” That means if a person dies owning savings bonds, the accumulated 
interest is taxed before the person’s heirs inherit them. However, if bonds are left to 
an organization like HSSC, that tax is not due.  

2. Owners are encouraged to check with their advisors about the best way to bequeath 
savings bonds to HSSC. 

 
D. Marketable Securities 

1. Marketable securities may be transferred electronically to an account maintained at 
one or more brokerage firms or delivered physically with the transferor's 
endorsement or signed stock power (with appropriate signature guarantees) 
attached. 
a. The donor is responsible for contacting his/her financial professional to inform 

him/her of the desire to transfer shares of securities to HSSC.  
b. HSSC staff may assist in the gift process by contacting the financial professional 

to ensure the transaction takes place in as short a time as possible. 
2. All marketable securities will be sold promptly upon receipt unless otherwise directed 

by HSSC’s Finance Committee. 
3. In some cases, marketable securities may be restricted, for example, by applicable 

securities laws or the terms in the proposed gift. In such instances, the decision 
whether to accept the restricted securities shall be made by the Executive Committee. 

4. Securities are recorded and valued the date they are deposited in HSSC’s account. 
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E. IRA Charitable Distributions  
1. As of December 18, 2015, the IRA Charitable Rollover provision was passed by 

Congress and signed into permanent law by the President. The provision allows 
taxpayers age 70½ or older to transfer up to $100,000 annually from their individual 
retirement account (IRA) or Roth IRA to a nonprofit organization for a qualified 
charitable distribution. 

2. The amount transferred will be excluded from income of the taxpayer for federal 
income tax purposes. 

3. The amount transferred does not generate a charitable tax deduction, but it does 
count toward the taxpayer’s minimum required distribution (RMD). 

4. If married, each spouse can transfer up to $100,000 from his/her IRA annually. 
 

F. In-Kind Gifts 
1. “In-kind gifts” refers to the donation of goods and services for use by HSSC. 
2. The acceptance of in-kind gifts is based upon the relevance to the mission of HSSC 

and/or the financial benefit to accepting said gift. HSSC reserves the right to decline 
any in-kind gifts. 

3. HSSC is not responsible for picking up or otherwise transporting in-kind gifts. 
 

G. Bequests 
1. HSSC is pleased to be named as a charitable beneficiary in a donor’s will or trust. 

Donors may make bequest provisions that name HSSC as any of the following: 
a. Sole beneficiary; 
b. Beneficiary of a portion of the estate (e.g., 30%, 50%, etc.); 
c. Beneficiary of the remainder of an estate or a portion of the remainder of an 

estate after specific needs have been fulfilled; 
d. Beneficiary of a specific dollar legacy; or 
e. Contingent beneficiary. 

 
2. Donors can designate their bequest in two ways: 

a. For the general purposes of the Humane Society of Sarasota County (an 
unrestricted bequest) 

b. To be used to support a specific program (a restricted bequest) 
 

3. Sample Language: 
a. Unrestricted Bequest: “I give and bequeath to the Humane Society of Sarasota 

County, a not-for-profit corporation, with principal offices presently located at 
2331 15th Street, Sarasota, Florida, 34237 (the sum of $____) or (____% of the 
residue and remainder of my estate) or (property described herein) to be used for 
the accomplishment of its general purpose (or for a specific purpose as 
indicated).” 
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H. Beneficiary Designations 
1. Donors can name HSSC as the beneficiary of trusts, life insurance policies, 

commercial annuities, and retirement plans. 
2. The easiest way for a donor to donate plan or policy assets is to designate HSSC as a 

primary beneficiary. Donors can also designate HSSC as the secondary or contingent 
beneficiary. 

3. Donors must contact the administrator of their plan or policy to receive the correct 
forms to sign.  

4. Donors can specify an amount or percentage plan or policy assets to be gifted to 
HSSC.  

5. An alternative is to have assets transferred at death to a charitable remainder trust 
(see paragraph I below). 
 

I. Charitable Remainder Trusts 
1. HSSC accepts designation as a charitable beneficiary in both charitable remainder 

unitrusts (CRUT) and charitable remainder annuity trusts (CRAT). 
2. HSSC does not manage trusts for donors. 

 
J. Charitable Lead Trusts 

1. HSSC accepts the designation as income beneficiary of a charitable lead trust (CLT) 
but does not manage trusts for donors.  

2. Both charitable lead unitrusts (CLUT) and charitable lead annuity trusts (CLAT) are 
acceptable forms. 

 
VI. Gifts Subject to Prior Review 
 

Certain forms of gifts or donated properties may be subject to review prior to acceptance. 
Examples of gifts subject to prior review include, but are not limited to: 
 
A. Tangible Personal Property 

1. The Executive Committee shall review and determine whether to accept any gifts of 
tangible personal property in light of the following considerations: 
a. Does the property further the organization’s mission? 
b. Is the property marketable? 
c. Are there any unacceptable restrictions imposed on the property? 
d. Are there any carrying costs for the property for which the organization may be 

responsible? 
e. Is the title/provenance of the property clear? 

 
B. Real Estate 

1. All gifts of real estate are subject to review by the Executive Committee. Prior to 
acceptance of any gift of real estate other than a personal residence, HSSC shall 
require an appraisal.  
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2. Criteria for acceptance of gifts of real estate include: 
a. Is the property useful for the organization’s purposes? 
b. Is the property readily marketable? 
c. Are there covenants, conditions, restrictions, reservations, easements, 

encumbrances, or other limitations associated with the property? 
d. Are there carrying costs (including insurance, property taxes, mortgages, notes, or 

the like) or maintenance expenses associated with the property? 
e. Does the appraisal indicate that the property is damaged or otherwise requires 

remediation? 
 

3. Proposed gifts of real or personal property must be evaluated to determine whether 
the costs to HSSC associated with receiving the gift can be prudently accommodated.  
 

C. Life Insurance 
1. HSSC accepts gifts of life insurance where the Humane Society of Sarasota County is 

named as both beneficiary and irrevocable owner of the insurance policy.  
2. The donor must agree to pay, before due, any future premium payments owed on 

the policy.  
 

D. Other Property and Considerations 
1. Special consideration is always given to the nature of any gift and whether it fits 

within the mission of HSSC prior to acceptance of any property, whether real or 
personal. 

2. Other types of gifts not mentioned in this policy may be acceptable, within reason, 
for the purpose given and in an amount appropriate for the gift type. The Executive 
Committee is expected to use fiscally and legally sound rationale for acceptance. This 
policy serves as a general guideline under such circumstances. 

 
VII.  Administrative Considerations 
 

A. Donors are responsible for obtaining their own appraisals, for tax purposes, of real 
property or tangible or intangible personal property being given to HSSC, and for any 
fees or other expenses related to such appraisals. 
 

B. HSSC retains the right to obtain, at its own expense, its own qualified appraisals of real 
property or tangible or intangible personal property being offered as a gift. 
 

C. HSSC will acknowledge receipt of gifts of tangible personal or real property in 
accordance with federal tax law and will sign any IRS form or other documents necessary 
for the donor to obtain a tax deduction for such gifts, so long as such acknowledgement 
does not entail valuing the gift. 

 
D. Prospective donors shall be responsible for their own legal, accounting, appraisal, 

transportation, and other fees related to donations to HSSC. 
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Guiding Principles  
 
In gauging whether the treatment of animals in specific situations is humane, the Humane 
Society of Sarasota County has adopted what the ASPCA considers whether the animals’ 
physiological, behavioral, social and emotional needs are fully met. The ASPCA is always as 
concerned with the welfare of individual animals as with the preservation of populations and 
species. These evaluations are made within the context of what are commonly known as the Five 
Freedoms: 
 

• Freedom from Hunger and Thirst by ready access to fresh water and a diet to maintain 
full health and vigor. 

 
• Freedom from Discomfort by providing an appropriate environment including shelter 

and a comfortable resting area. 
 

• Freedom from Pain, Injury or Disease by prevention or rapid diagnosis and treatment. 
 

• Freedom to Express Normal Behavior by providing enough space, proper facilities and 
company of the animal's own kind. 

 
• Freedom from Fear and Distress by ensuring conditions and treatment which avoid 

mental suffering. 
 

https://www.aspca.org/about-us/aspca-policy-and-position-statements/guiding-principles 
 
Handling and Training Methods  
HSSC primarily utilizes Positive Reinforcement training methods. Positive reinforcement works 
by presenting a motivating/reinforcing stimulus to an animal after the desired behavior is 
exhibited, making the behavior more likely to happen in the future. HSSC does not stand behind 
training methods that use excessive force or cause pain. We do acknowledge that there are 
techniques that cause mild temporary discomfort (for example, the use of air horns or water 
bottles to deter behavior that is risking the safety of a group of dogs in a play group setting) 
that may be acceptable in some scenarios. We recognize that there are risks that come with 
some training techniques, such as aversion, and to minimize those risks, these techniques should 
only be used in certain situations with very skilled trainers. 
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While HSSC primarily uses relationship-based training, we do not exclusively practice or endorse 
one specific methodology. We use a variety of methods to achieve positive outcomes in a pet’s 
environment. In every instance, our primary goals are to keep animals safe, get them adopted 
and keep them in loving homes 

Implementation and Compliance of Five Freedoms 
Each employee will be trained and provided the necessary tools to ensure each animal in HSSC’s 
care is given these Five Freedoms. Training will be hands-on with a seasoned employee/lead and 
only released of training once management and Lead both agree the employee has 
demonstrated the necessary knowledge and tools to implement skills trained. HSSC will host 
regular training for all Animal Care and Adoptions Staff to ensure all employees remain well 
versed on any new methodology HSSC decides to implement as well as get the opportunity to 
address questions, concerns or areas where continued development is needed.  
 
No animal will at any time while in the care of HSSC be without any of the Five Freedoms. If at 
any time it is suspected an employee or volunteer is in violation of this Policy, refer to 
“Reporting Procedures” on the proper course of action. HSSC will only adopt or transfer 
ownership to another individual or organization that will also ensure these Freedoms are fully 
met.  
 
The Policy  
It will be considered a violation of our Guiding Principles if at any time a pet is without any of 
the Freedoms. Any form of cruelty, abuse, or neglect will not be tolerated by the Humane 
Society of Sarasota. These behaviors are disruptive to the well-being of our employees, 
volunteers, visitors, and animals. These actions affect the performance and safety of every 
person and animal. Therefore, use of excessive force or methods not approved and other than 
methods trained, will not be tolerated. 
 
Summary of Complainant/Respondent Rights 

Complainant Respondent 
• may have support or representation 
throughout the process.  
• is to be able to express concerns without fear of 
retribution or of suffering detriment.  
• is to have the situation remedied.  
• is to have the matter kept confidential on a 
“need to know” basis. 

• is to be informed of what he/she is accused of. 
• is to respond to the allegations.  
• is to be afforded fair treatment and procedures. 
• is not to be prejudged or discriminated against. 
• may have support throughout the process. 
• is not to be dismissed unfairly or otherwise 
treated unfairly, harshly or unreasonably.  
• is to keep the matter confidential. 
• is to be protected from defamation and 
malicious complaints. 
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Reporting Procedures: Anyone observing an incident, which is believed to be a violation of this 
policy, must immediately file a report with the Executive Director.  If an HSSC staff member is 
told of an incident, that individual should instruct the person who observed the incident to make 
a report, and then follow up with the Executive Director to ensure that the incident has been 
reported.  Failure to report an observed incident, which the observer believes to be a violation of 
this policy, could result in disciplinary action for the observer, up to and including termination.  If 
it is determined by the Executive Director, after investigation, that the allegation is knowingly 
false, the reporting party will be subject to immediate termination. All matters regarding 
violation or potential violation of this policy are confidential. Anyone found in violation of the 
confidentiality policy could receive disciplinary action, up to and including termination.  
 
Investigation Procedure: All reported violations under this policy will be taken very seriously 
and will involve the Executive Director. The Executive Director will immediately notify the 
supervisor and an investigation will begin involving the immediate supervisor and the Executive 
Director.  It is at the discretion of the Executive Director to include additional parties in the 
investigation. Investigation will include interviewing the accused, the accuser and any witnesses. 
It is recommended that questioning and investigation take place as soon as possible to ensure 
accurate accounts. No third-party testimonials will be considered. A medical assessment of the 
pet may be considered if necessary.  
 
Outcome of Investigation: No disciplinary action will be taken against a respondent regarding 
a report unless it can be proven by clear and convincing evidence that the allegations against 
the respondent are true. If allegations are found to be true, the respondent will be disciplined, 
accordingly, up to and including termination. If at any time, any person involved in the 
investigation does not agree with the decided outcome of the investigation, then he or she has 
the right to contact the HSSC Board of Directors about his or her concerns. Investigations will be 
documented, and copies of the investigation materials will be placed in the respondent’s 
employee or volunteer file. Multiple reports filed against a respondent may lead to the 
respondent’s termination, in the discretion of the Executive Director, notwithstanding the fact 
that one or all of the investigations involving the respondent may not have resulted in the 
finding of clear and convincing evidence that the allegations against the respondent were true. 
During or upon conclusion of the investigation, retaliation by a person against the complainant 
or against the respondent may result in disciplinary action being taken against the retaliating 
party, up to and including termination. 
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Animal Care Concern Reporting Form 
 

Today’s Date: __________________________ Date and time of incident:  ___________________________________________ 
Location of incident:  ____________________________________________________________________________________________ 
Persons involved: ________________________________________________________________________________________________ 
Species involved:  ________________________________________________________________________________________________ 
Number of animals involved:  ___________________________________________________________________________________ 

 Animal ID number(s): ____________________________________________________________________________________________ 
 
 
Please briefly describe the incident and your concern and only provide unbiased, first-hand accounts:  
_______________________________________________________________________________________________________________________ 
_______________________________________________________________________________________________________________________ 
_______________________________________________________________________________________________________________________ 
_______________________________________________________________________________________________________________________ 
_______________________________________________________________________________________________________________________ 
_______________________________________________________________________________________________________________________ 
_______________________________________________________________________________________________________________________ 
_______________________________________________________________________________________________________________________ 
 

By signing below, I certify that the statements above are true and correct to the best of my knowledge. I also 
certify that these are firsthand accounts. I understand that providing any false information is a violation to the 

“Concern Reporting” policy and will lead to disciplinary action, up to and including termination. 
 
Signature: ______________________________________________ Printed Name: _________________________________________ 
 
Submit completed forms to Anna Gonce, HSSC Executive Director. Digital forms can be emailed to 
agonce@hssc.org, printed forms can be turned in directly or mailed to:  
Attn: Anna Gonce | The Humane Society of Sarasota County | 2331 15th Street Sarasota, FL 34237  
 
 
General Information (For Office Use Only) 
Principal Investigator:_______________________________________________________________________________________________  
Notes: ______________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
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I.  Introduction and Purpose 
 
A.  Introduction 
This statement of investment policies (the “Investment Policy”) governs the investment 
management of the Humane Society of Sarasota County endowment fund (the “Endowment”). 
The intent of this statement is to provide the basis for the Board of Directors (the “Board”) of the 
Humane Society of Sarasota County (the “Organization”), through the Investment Committee 
(the “Investment Committee”) of the Board, to give direction for the management of the 
Endowment. Through the Investment Policy (this document), the Board establishes investment 
objectives and policies for the Endowment. The Investment Policy will be reviewed periodically 
and modified as conditions warrant. Changes to the Investment Policy will be recommended to 
the Board by the Investment Committee and deemed final upon Board approval. The Investment 
Committee is empowered by the Board to select the appropriate types of assets and to review 
and evaluate, on a regular basis, the performance of the Endowment. The policies and objectives 
provided below apply to the overall Endowment. 
 
B.  Purpose 
The purpose of the Endowment is to support the mission of the Organization by providing a 
reliable source of funds for current and future use. In order to achieve this purpose, the 
Organization has established the following primary financial missions for the Endowment: to 
maintain the purchasing power of the assets held in the Endowment in perpetuity, to achieve 
investment returns sufficient to sustain the level of spending necessary to support the 
Organization’s ongoing mission and operations, and to grow the assets in the Endowment over 
time. The Board on recommendation from the Investment Committee is responsible to establish 
the annual drawdown percentage. The Endowment’s spending policy, financial objective, 
investment objective, and policy portfolio targets shall reflect risk and return characteristics 
consistent with the primary financial missions outlined above. 
 
II.  Investment Policy Responsibility and Governance 
 
A.  Investment Committee Authority 
The Board recognizes that it has a fiduciary responsibility related to management of the 
Endowment. Accordingly, the Board charges the Investment Committee with the duty of 
keeping the Endowment productive. 
 
B.  Enterprise Considerations 
The Investment Committee may need to consider certain unique aspects of the Organization’s 
operations, capital structure, or financial statements when making investment decisions 
(including recommending policy changes to the Board) to ensure the enterprise as a whole does 
not have potentially harmful exposures in any one area and the Endowment remain consistent 
with the Organization’s overall risk profile. 
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C.  Reconfirmation of Risk Profile 
Periodically, the Investment Committee will define the Organization’s risk tolerance and 
determine the long-term allocation of investments among asset classes, including but not 
limited to global equities, real assets, alternatives, fixed income, and cash. These decisions may 
be made with the counsel of an external agent (as defined below). 
 
D.  Designation and Responsibilities of OCIO 
The Investment Committee may designate an external agent as the Outsourced Chief 
Investment Officer (the “OCIO”) to manage and invest the Endowment. The OCIO is responsible 
for collaborating with the Investment Committee on the establishment of policies, objectives, 
and guidelines ultimately recommended to the Board. The OCIO is authorized to contract with 
investment managers (the “Investment Managers”) to provide professional services in regard to 
the management of the Endowment, and it is the intention that selected Investment Managers 
shall have full discretion to make investment decisions within established constraints. The OCIO 
will provide custody of the Endowment for safekeeping and record keeping of the assets. 
Additionally, the OCIO is also responsible for providing day-to-day monitoring, supervision of 
the Endowment, evaluating investment performance, and keeping the Investment Committee 
informed about important developments concerning the Endowment or material information 
that may impact the Endowment. The OCIO may also perform other tasks as deemed 
appropriate. 
 
E.  Staff Responsibilities 
The Organization’s staff members designated as Investment Committee liaisons perform several 
functions to facilitate decision making by the Board, the Investment Committee, and/or the 
OCIO to carry out their intentions. The staff responsibilities are to: 
 

1. Receive and review, or compile as requested and distribute to the Investment 
Committee, all reports regarding the Endowment. 

 
2. Inform the Investment Committee and/or the OCIO of near-term distribution 

requirements and reserves held in various operating accounts so that prudent levels of 
liquidity can be maintained. 

 
3. Inform the Investment Committee and/or the OCIO of any gift agreements with donors 

that place constraints on how the Endowment are to be invested, managed, or spent. 
 

4. Deliver, in a timely manner, any cash and marketable securities that are received and 
designated for the Endowment to the appropriate accounts. 

 
5. Implement, in a timely manner, the decisions of the Board and/or the Investment 

Committee. 
 

6. Monitor the activity of the Endowment. 
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F.  Conflicts of Interest 
It is the policy of the Organization to avoid conflicts of interest in its operations and in the 
selection of Investment Managers or strategies. Therefore, the members of the Investment 
Committee and the Board, as well as any administrative officers, shall not have a financial 
relationship (e.g., ownership other than publicly-traded stock in a diversified personal portfolio, 
leadership position, or other material affiliation) in any investment management, custodial, or 
investment consulting firm providing services to the Organization. 
 
G.  Exceptions to Policy 
The Board may waive or modify any of the policies, guidelines, and/or restrictions in this 
statement given appropriate circumstances. Any such waivers or modifications shall be made 
only after a thorough review of the situation and such waivers or modifications should be 
documented in writing and maintained as a permanent record. 
 
III.  Investment Principles 
The OCIO will use a set of general principles established in this section that help address various 
questions and issues related to the overall management philosophy for the Endowment.  
 
The following principles serve to define broadly the Organization’s investment philosophy and 
approach to portfolio management: 
 
A.  Risk and Return 
Generating a higher return on investments generally means accepting greater risk through 
increased volatility of investment returns or active risk (e.g., manager risk). 
 
B.  Diversification 
Investments in the Endowment should be well diversified as a means of managing risk. 
Diversification should take place at the asset class level (within the long-term policy portfolio), as 
well as the individual security level (within each asset class category). Highly concentrated 
strategies at the asset class level are to be avoided. 
 
C.  Costs 
Costs associated with investing the Endowment shall be managed carefully. It is recognized that 
costs are a certain expense, a drag on performance, and a high hurdle to overcome over long 
time periods consistent with the Organization’s mission. 
 
D.  Strategic Asset Allocation 
Asset allocation decisions and long-term policy dominate portfolio returns and will take 
precedent over decisions related to market timing and security, strategy, and/or investment 
manager selection. By holding a broadly diversified portfolio that reflects the global investment 
opportunity set, the Investment Committee will focus largely on asset allocation to determine 
investment results. 
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IV.  Spending Policy 
 
A.  Policy Objective 
The objectives of the Organization’s spending policy are to provide a current source of funding 
to meet the immediate spending needs of the Organization and to deliver year-to-year budget 
stability. It is important to balance the short-term needs of the Organization with the goals of 
preserving purchasing power and increasing the value of the Endowment for future use. 
 
B.  Policy Calculation 
The detail and calculation of the spending policy is contained in Exhibit A. 
 
V.  Financial and Investment Objectives 
 
A.  Financial Objective 
The overall financial objective of the Organization is to preserve without undertaking undue risk, 
the real (inflation-adjusted) purchasing power (as defined by the Consumer Price Index or “CPI”) 
of the Endowment in perpetuity, while providing a relatively predictable, stable and constant (in 
real terms) stream of earnings in line with the Organization’s spending needs and goals.  
 
The Endowment should maintain sufficient liquidity to meet obligations arising from planned 
activities. Liquidity, in the form of assets sales or income generation, is necessary when meeting 
the Organization’s cash flow obligations related to 1) operations, 2) the general investment 
management of the Endowment (e.g., rebalancing toward policy targets), 3) planned events, and 
4) extraordinary events. Thoughtful liquidity management will enable the Endowment to sell 
assets at a price equal or close to the last market price available. For this reason, the liquidity of 
the Endowment at the total portfolio level will be monitored, which will help avoid the 
Endowment becoming “frozen” in illiquid investments or vehicles. This investment aspect is 
expressed in the strategic asset allocation targets outlined in Exhibit B. Policy Portfolio Targets.     
 
B.  Investment Objective 
The primary investment objective of the Endowment is to attain a total real return (gross of 
investment management fees and expenses) of 7.0% over the long term (rolling five-year 
periods). It is recognized that the real return objective may be difficult to attain in every five-year 
period, but should be consistently attainable over a subsequent series of five-year periods. 
 
In addition to the absolute investment objective, the Endowment is expected to earn annualized 
returns in excess of the Policy Portfolio benchmark (see Section VII. Benchmarking and 
Monitoring) measured over rolling five-year periods. 
 
VI.  Portfolio Composition 
 
A.  Introduction 
Since asset allocation is the primary driver of risk and return for diversified portfolios, the single 
most important investment decision the Investment Committee makes and subsequently 
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recommends to the Board is the allocation of the Organization’s funds to various asset classes. 
The purpose of the asset allocation policy is to provide a strategic mix of asset classes which can 
produce the maximum risk-adjusted return over a specified time horizon most appropriate for 
the Organization. Asset classes interact with each other in different ways during normal times as 
well as periods of market stress. Accounting for these unique interactions and understanding 
how they may change across a range of market scenarios is an important step to establishing 
the best asset allocation policy and most appropriate risk and return trade-off for the 
Organization. Each asset class should be considered as a part of the overall structure of the 
Endowment and not simply as a stand-alone allocation in a vacuum. 
 
B.  Risk Categories 
The asset allocation policy should reflect a proper balance of the Organization’s investment 
objective, risk tolerance, and need for liquidity. To achieve its investment objective, the funds in 
the Endowment shall be allocated across asset classes that fall within the following two risk 
categories: “Risk Asset Classes” and “Risk Control Asset Classes.” Risk Asset Classes seek to 
capture risk premiums over time while Risk Control Asset Classes seek to maintain principal, 
even during periods of financial market distress, while providing low and stable correlation with 
Risk Assets. Because certain assets classes can become more correlated during stressed market 
conditions, diversification benefits can become limited precisely when they are most needed. 
Allocating assets in the Endowment across these two risk categories can help maintain the 
Endowment’s diversification and overall risk profile throughout a variety of market conditions. 
 
C.  Asset Class Categories 
In addition to risk categories, the Endowment shall be divided across six asset class categories: 
“Global Equity”, “Real Assets / Alternatives”, “High Yield Fixed Income”, “High Quality Fixed 
Income”, “Inflation-Protected Fixed Income”, and “Cash.” Over the long run, the allocation across 
these asset classes will be the single most important determinant of the portfolio’s investment 
performance. 
 
As noted in Section III. Investment Principles, investments should be diversified both by asset 
class (e.g., global equity, alternatives, real assets, fixed income, and cash) and within asset classes 
(e.g., within equities by economic sector, industry, quality, size, and style). The purpose of 
diversification is to provide reasonable assurance that no single security, class of securities or 
specific investment style will have a disproportionate impact on the Organization’s aggregate 
results. 
 
The following descriptions broadly define the underlying asset classes for each risk category: 
 
Risk Asset Classes 
 

1. Global Equity 
a. The purpose of the Global Equity Category is to produce a total return that will 

provide for growth in the Endowment through capital appreciation. It is 
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recognized that investments in the Global Equity Category entail greater market 
variability and risk. 

 
b. Asset within the Global Equity Category will be comprised of marketable 

investments divided across US equity, developed ex-US equity, emerging markets 
equity, frontier markets equity, and global equity investment strategies that 
invest across all global regions. 

 
2. Real Assets / Alternatives 

 
a. The purpose of the Real Assets Category is to provide additional diversification to 

the Endowment and enhanced protection during periods of unexpected inflation. 
Real assets generally have a lower correlation to equities and fixed income 
instruments, but some of these investments can also be volatile and are expected 
to have greater market risk. 

 
b. Assets within the Real Asset Category will be comprised of public investments 

including natural resource equities, commodities, oil & gas, real estate, 
infrastructure, and other investments that derive intrinsic value from underlying 
physical properties or substances. As a result, there is an emphasis on higher real 
returns over the long-term, and it is understood that this may impair inflation 
sensitivity over shorter periods. 

 
3. High Yield Fixed Income 

 
a. The purpose of the High Yield Fixed Income Category is to enhance the 

Endowment’s income generating properties while providing additional 
diversification. Historically, high yield fixed income securities have exhibited 
relatively lower sensitivity to changes in interest rates than higher quality debt 
securities. High yield debt has also experienced moderate correlation to global 
equities and low-to-negative correlation to Treasuries over time.   

 
b. Assets within the High Yield Fixed Income Category will be comprised of primarily 

high yielding US debt instruments with (in aggregate) a credit rating classified as 
below investment grade. The Endowment may hold other securities 
opportunistically including high yielding non-US fixed income securities. 

 
Risk Control Asset Classes 
 

4. High-Quality Fixed Income 
 

a. The purpose of the High-Quality Fixed Income Category is to reduce the overall 
volatility of the Endowment, to produce income in support of the Organization’s 
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spending needs, and to provide some protection against economic contraction 
and “flights to quality.” 

 
b. Assets within the High-Quality Fixed Income Category will be comprised of 

primarily high quality, investment grade US debt instruments of an appropriate 
duration. The Endowment may hold other high-quality debt securities 
opportunistically including non-US fixed income securities. 

 
5. Inflation-Protected Fixed Income 

 
a. The purpose of the Inflation-Protected Fixed Income Category is to help protect 

the Endowment against unexpected inflation while capping overall deflation risk. 
Treasury inflation-protected securities (“TIPS”) benefit from repricing mechanisms 
that automatically increases par values when consumer prices rise, which in turn 
increases interest income and principal upon maturity. It is recognized that 
inflation-protected securities underperform during periods of deflation.  

 
b. Assets within the Inflation-Protected Fixed Income Category will be comprised of 

TIPS securities with either short-term maturities, long-term maturities, or a 
combination of both.  

 
6. Cash 

 
a. The purpose of the Cash Category is to provide the Endowment with a reliable 

source of liquidity that can be used as a cash reserve or to facilitate day-to-day 
functions related to the investment and management of the Endowment. Some 
added benefits of holding cash balances include providing liquidity for 
opportunistic investments or increasing downside protection during period of 
negative portfolio volatility. It is understood that cash holdings create a “cash 
drag” that reduces returns during uptrending markets.  

 
b. Assets within the Cash Category will be comprised of assets that are either cash 

or readily convertible into cash such as money market funds. 
 
VII.  Benchmarking and Monitoring 
 
A.  Policy Portfolio Benchmark 
The Investment Committee will review performance regularly but not less than quarterly. For 
purposes of performance measurement, portfolio returns will be measured against a custom 
benchmark (the “Policy Portfolio Benchmark”) composed (where possible) of investable indexes 
that serve as reasonable proxies for the asset classes contained in the policy portfolio. The Policy 
Portfolio Benchmark is designed to reflect the underlying exposures in the Endowment and 
serves as a reasonable substitute for the strategic long-term policy portfolio. The performance 
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of the Endowment is expected to outperform the Policy Portfolio Benchmark over rolling five-
year periods. 
 
B.  Performance Monitoring 
Returns will be monitored at the total portfolio level, asset class category levels, and individual 
manager/strategy levels against their respective benchmarks. Investment Managers and 
underlying strategies will also be evaluated on a set of qualitative factors included but not 
limited to their adherence to stated investment philosophies, organizational stability, and ethical 
conduct. Comprehensive performance reports shall be generated on a quarterly basis. 
 
VIII.  Approved Investment Vehicles 
 
A.  Commingled Vehicles 
The following commingled investment vehicles may be used with full discretion: mutual funds, 
common/collective funds, exchange traded funds (“ETFs”), exchange traded notes (“ETNs”), and 
separately managed accounts (“SMAs”). 
 
B.  Illiquid Investments 
Investments in hedge fund strategies, limited partnerships, or private investment vehicles that 
have illiquid characteristics are not permitted in the Endowment. 
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Appendix A.  Current Spending Policy 

 
For the Endowment, the amount of return available for current spending will be determined by 
the Board as part of the annual budget review process and based on a recommendation from 
the Investment Committee. The Investment Committee and the Board will consider desirable 
spending levels in light of portfolio developments.  
 
The anticipated distribution will be an approved amount not to exceed 6% of the average 
market value of the Endowment for the prior 12 quarters. 
 
The Board may approve a distribution in excess of 6% of the average market value of the 
Endowment for the prior 12 quarters only by a super majority vote of 75% or higher approval by 
the Board. 
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Appendix B.  Long-Term Policy Portfolio Targets & Rebalancing Policy 

The Endowment 
Policy Portfolio Targets 

Asset Class Policy Normal Policy Min Policy Max 
Global Equity 
   Large Cap Equities 
   Mid Cap Equities 
   Small Cap Equities 

 
17.0% 
3.0% 
2.0% 

 
10.0% 
0.0% 
0.0% 

 
35.0% 
10.0% 
10.0% 

           United States Equities 22.0% 13.0% 35.0% 
   International Developed Equities 
   International Emerging Equities 

15.0% 
7.0% 

6.0% 
0.0% 

26.0% 
15.0% 

Total Equity 44.0% 35.0% 60.0% 
Fixed Income 
   U.S. Investment Grade Fixed Income 
   Inflation Linked Fixed Income (TIPS) 

 
40.0% 
0.0% 

 
20.0% 
0.0% 

 
60.0% 
5.0% 

           Sub Total Fixed Income Govt/Corp 40.0% 20.0% 60.0% 
   High Yield Fixed Income 5.0% 0.0% 12.0% 

Total Fixed Income 45.0% 30.0% 55.0% 
Real Assets 
   Global Real Estate 
   Natural Resources/Commodities 

 
4.0% 
5.0% 

 
0.0% 
0.0% 

 
8.0% 
8.0% 

Total Real Assets 9.0% 0.0% 15.0% 
Cash & Cash Equivalents 2.0% 0.0% 10.0% 

Total 100%   
Risk Assets Total 58.0%   
Risk Control Assets Total 42.0%   

 
The Policy Portfolio Targets table represents the strategic, long term asset allocation mix for the 
Endowment. Each asset class target has a corresponding approved range that allows underlying 
asset allocations to move overtime. The asset class ranges provide the flexibility to be under- 
and over-weighted due to the trading, settlement, and timing delays associated with fully 
implementing an investment program. The approved ranges also allow for tactical adjustments 
to strategic allocations that may either defend against unacceptably high risks or take advantage 
of short-term return opportunities. It may be prudent and necessary to operate outside the 
ranges when the financial markets are stressed and subject to extreme levels of volatility. 
 
Rebalancing Policy 
In order to reap the benefits of diversification and maintain the most appropriate risk exposure 
for the Organization, the Endowment will be rebalanced to the policy targets on a regular basis. 
To the extent possible, rebalancing should be accomplished on an ongoing basis through 
normal cash flows into and out of the Endowment. Thus, cash flows into the Endowment will be 
directed toward asset classes that are under their target allocations and flows out of the 
Endowment will come from asset classes that are over their target allocations. 
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Exhibit C.  Uniform Prudent Management of Institutional Funds 
 
The policies described in this statement are to be interpreted in light of that overall sense of 
stewardship, following the Uniform Prudent Management of Institutional Funds Act (“UPMIFA”). 
The Investment Committee shall comply with the key tenets of UPMIFA when making 
investment and/or expenditures- related decisions related to the Endowment. 
 
A.  External Delegation of Investment Management 
When delegating the management and investment of the Endowment to an external agent, the 
following factors must be considered:  
 

1. Prudence and good faith in hiring, establishing scope of delegation, and monitoring 
2. Explicit delegation that is concise and in writing 
3. Duty of external agent to take reasonable care to comply within scope and terms of 

delegation 
 
B. Standard of Conduct for Managing and Investing 
When managing and investing the Endowment, the following factors must be considered: 
 

1. Ongoing consideration of charitable purposes of the Organization and the Endowment 
2. Guidance outlined in the Prudent Investor Standards 
3. Appropriateness and reasonableness of costs incurred 
4. Deployment of a total return investment approach 
5. Limit investment restrictions unless inappropriate for the Organization 
6. Investment bias towards diversification maintained 
7. Other relevant factors include: general economic conditions, effects of inflation or 

deflation, role of investment within portfolio, other resources of institution, distribution 
and capital preservation needs, assets with special relationship or special value to the 
charitable purpose 

 
C.  Expenditure of Funds Related to the Spending Policy 
When determining prudent spending levels across the Endowment, the following relevant 
factors must be considered: 
 

1. The duration and preservation of the Endowment 
2. The purposes of the Organization and the Endowment 
3. General economic conditions 
4. Possible effects of inflation or deflation 
5. Total expected return from both income and the appreciation of investments in the 

Endowment 
6. Other resources available to the Organization 
7. Investment policies of the Organization 
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Humane Society of Sarasota County  

Leadership Development & Emergency Succession Plan 
 
I.  Rationale 
The Executive Director position in a nonprofit organization is a central element in the 
organization’s success. Therefore, ensuring that the functions of the Executive Director are well 
understood and even shared among senior staff and volunteer leaders is important for 
safeguarding the organization against unplanned and unexpected change. This kind of risk 
management is equally helpful in facilitating a smooth leadership transition when it is 
predictable and planned. 
 
This document outlines a leadership development and emergency succession plan for the 
Humane Society of Sarasota County (HSSC). This plan reflects HSSC’s Executive Succession 
Policy and its commitment to sustaining a healthy, functioning organization. The purpose of this 
plan is to ensure that the organization's leadership has adequate information and a strategy to 
effectively manage HSSC in the event the Executive Director is unable to fulfill his or her duties. 
 
II.  Plan Implementation 
The Board of Directors authorizes the President to implement the terms of this emergency 
succession plan in the event of a planned or unplanned temporary or short-term absence. 
 

• It is the responsibility of the Executive Director to inform the Board of Directors of a 
planned temporary or short-term absence, and to plan accordingly. 

• As soon as feasible following notification of an unplanned temporary or short-term 
absence, the Board President shall convene an Executive Committee meeting to affirm 
the procedures prescribed in this plan, or to modify them if needed. 

 
III.   Priority Functions of the Executive Director at HSSC 
The full Executive Director job description is attached to this plan.  
 
Among the duties listed in the job description, the following are considered the key functions of 
the Executive Director and have a corresponding temporary staffing strategy. See Sections 4 and 
5 for further guidance about temporary staffing. 
 
Key Executive Director Functions Temporary Staffing Strategy 

Leadership and Vision 

Senior Director of Operations, Senior Director 
of Philanthropy, and Human Resources 
Specialist with input from the Executive 
Committee  
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Administration and Support 

Senior Director of Operations, Senior Director 
of Philanthropy, and Human Resources 
Specialist with input from the Executive 
Committee 

Financial Management 
Contract Accountant and Accounting 
Associate with input from the Board Treasurer 
and Board President 

Key Executive Director Functions 

Senior Director of Operations, Senior Director 
of Philanthropy, and Human Resources 
Specialist with input from the Executive 
Committee 

Community & Public Relations Senior Director of Philanthropy 

Spokesperson Senior Director of Philanthropy 

 
The positions assigned in the Temporary Staffing Strategy are based on HSSC's organizational 
structure as of May 2021. In the event this plan is implemented and assigned positions are 
vacant or no longer available, the Board President shall select other senior staff to support each 
of the key executive director functions. 
 
IV.  Succession Plan in the Event of a Temporary, Planned, or Unplanned Absence—Short-
Term 
 
A.  Definitions 

• A temporary absence is one in which it is expected that the Executive Director will return 
once the events precipitating the absence are resolved. 

• An unplanned absence is one that arises unexpectedly, in contrast to a planned leave 
such as vacation or a sabbatical. 

• A temporary absence is 30 days or fewer. 
• A temporary short-term absence is between 30 and 90 days. 

 
B.  Temporary Staffing Strategy 

• For temporary planned or unplanned absences of 30 or fewer days, the Temporary 
Staffing Strategy described above may become effective. 

• In the event of a temporary short-term planned or unplanned absence, the Executive 
Committee shall determine if the Temporary Staffing Strategy is sufficient for this period. 
 

C.  Appointing an Acting Executive Director 
Based on the anticipated duration of the absence, the anticipated return date, and accessibility 
of the current Executive Director, the Executive Committee may appoint an Acting Executive 
Director, as well as continue to implement the Temporary Staffing Strategy. 
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D.  Standing Appointees to the Position of Acting Executive Director 
• The first position in line to be Acting Executive Director is the Senior Director of 

Philanthropy. 
• The second position in line is the Senior Director of Operations. 
• In the event the available staff member is new to the position or inexperienced with 

HSSC, the Executive Committee may consider another appointee or the option of 
splitting executive duties among designated appointees. 
 

E.  Cross-Training Plan 
• The Executive Director shall develop a training plan for each Director-level position for 

each of the key functions of the Executive Director listed in Section 3. 
• An up-to-date training plan shall be attached to this document. 

 
F.  Authority and Restrictions of the Acting Executive Director 

• The Acting Executive Director shall have full authority for day-to-day decision making 
and independent action as the regular Executive Director. 

• Decisions that shall be made in consultation with the President and/or Executive 
Committee include staff hiring and terminations, financial issues, taking on a new project, 
and taking public policy positions on behalf of the organization. 

• For additional communication guidelines, refer to the organization's operating policies 
on transitions. 

 
G.   Compensation 

• Director-level staff appointed as Acting Executive Director may receive an end-of-year 
bonus or additional benefit. This shall be determined by the Executive Committee based 
on the duration of the assignment and available resources. 
 

 H.  Board Oversight and Support to the Acting Executive Director 
• The Acting Executive Director reports to the President.  
• The Executive Committee shall be alerted to the special support needs of the Acting 

Executive Director in this temporary role. The Executive Committee shall convene 
monthly when an Acting Executive Director is appointed. 

 
I.  Communications Plan 

• Within 48 hours after an Acting Executive Director is appointed, the President and the 
Acting Executive Director shall meet to develop a communications plan including the 
kind of information that will be shared and with whom. 

• As soon as possible, the Board Chair and Acting Executive Director shall implement the 
communications plan to announce the organization's temporary leadership structure to 
staff, the Board of Directors, and key supporters. 

• Updated contact information shall be maintained in the organization's database with the 
following designations: 

o Key Contact List 
o Extended Key Contact List 
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o Past Board Officers/Members List 
o Other Organization Contacts 

• Within 10 business days, the Board of Directors shall distribute a notice to internal and 
external constituents via email or some other similar form of written communication.  

 
V.  Succession Plan in the Event of a Temporary, Unplanned Absence—Long-Term 
 
A.  Definition 

• A long-term absence is 90 days or more. 
 

B.  Procedures 
Procedures and conditions to be followed shall be the same as for a temporary shortterm 
absence with the following addition: 

• The Executive Committee, in consultation with the Acting Executive Director, shall give 
immediate consideration to temporarily filling the management position left vacant by 
the Executive Director, or reassigning priority responsibilities where help is needed to 
other staff. This is in recognition that, for a term of 90 days or more, it may not be 
reasonable to expect the Acting Director to carry the duties of both positions. 

• The President and Executive Committee are responsible for gathering input from staff 
and reviewing the performance of the Acting Executive Director according to the 
organization's Performance Review Policy. A review shall be completed between 30 and 
45 days. 

 
VI. Succession Plan in the Event of a PERMANENT Unplanned Absence 
 
A.  Definition 

• A permanent absence is one in which it is firmly determined that the Executive Director 
will not be returning to the position. 

 
B.  Procedures 
Procedures and conditions to be followed shall be the same as for a temporary short-term 
absence with the following additions: 

• The Board of Directors shall consider the need to hire an Interim Executive Director from 
outside the organization instead of appointing an Acting Executive Director. This 
decision shall be guided, in part, by internal candidates for the Executive Director 
position, the expected time frame for hiring a permanent executive, and the 
management needs of the organization at the time of the transition.  

• The Board of Directors shall appoint a Transition Committee to implement the 
organization's Executive Succession Policy to transition to a new permanent executive 
director. A copy of this policy is attached. 

 
C.  Hiring an Interim Executive Director 

• If an Interim Executive Director is hired, the President and Executive Committee shall 
negotiate an independent contractor agreement with a defined scope of work. 
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• The scope of the agreement with an Interim Executive Director shall be determined 
based on an assessment of the organization's needs at the time of the leadership 
transition. 

 
D.  Responsibilities of the Interim Executive Director 

• An Interim Executive Director shall have full authority for day-to-day decision making 
and independent action as the regular Executive Director. 

• Decisions that shall be made in consultation with the President and/or Executive 
Committee include staff hiring and terminations, financial issues, taking on a new project, 
and taking policy positions on behalf of the organization. 

• For additional communication guidelines, refer to the organization's operating policies 
on transitions. 
 

E.  Board Oversight and Support to the Interim Executive Director 
• The Interim Executive Director reports to the President. 
• The Executive Committee shall be alert to the special support needs of the Interim 

Executive Director in this temporary role. The Executive Committee shall convene 
monthly when an Interim Executive Director is hired. 

• The President and Executive Committee are responsible for gathering input from staff 
and reviewing the performance of the Interim Executive Director according to the 
organization's Performance Review Policy. An initial review shall be completed between 
30 and 45 days and 90 days thereafter. 

 
VII. Approvals and Maintenance of Record 
 
A.  Emergency Succession Plan Approval 

• This emergency succession plan shall be approved initially by the Board of Directors. 
• Thereafter, annually, the Executive Committee shall review the plan and recommend 

amendments to the full Board as needed. 
 
B.  Signatories 

• The Board President, the Executive Director, and the appointees designated in the 
Emergency Succession Plan shall sign the plan. 

• At all times the President and at least one Director-level staff, in addition to the Executive 
Director, shall have signature authorization for checks and contracts for the organization. 

 
C.  Maintenance of Record 

• Copies of this plan shall be maintained by all members of the Board of Directors, 
Director-level staff, and the organization's auditor in accordance with document 
retention requirements. 

 
D.  Financial Considerations 

• It shall be the responsibility of the Executive Committee to review the organization's 
finances during an unplanned absence of the Executive Director. 
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Humane Society of Sarasota County Retention & Destruction Policy 

 
Purpose 
The purpose of this Policy is to ensure that necessary records and documents are adequately 
protected and maintained and to ensure that records that are no longer needed by the Humane 
Society of Sarasota County (HSSC) or are of no value are discarded at the proper time. This 
Policy is also for the purpose of aiding employees of HSSC in understanding their obligations in 
retaining electronic documents—including email, Web files, text files, sound and movie files, PDF 
documents, and all Microsoft Office or other formatted files. 
 
Policy 
This Policy represents the Humane Society of Sarasota County’s policy regarding the retention 
and disposal of records and the retention and disposal of electronic documents. 
 
Administration 
Attached as Appendix A is a Record Retention Schedule that is approved as the initial 
maintenance, retention, and disposal schedule for physical records of HSSC and the retention 
and disposal of electronic documents. The Executive Director (the “Administrator”) is the officer 
in charge of the administration of this Policy and the implementation of processes and 
procedures to ensure that the Record Retention Schedule is followed. The Administrator is also 
authorized to: make modifications to the Record Retention Schedule from time to time to 
ensure that it is in compliance with local, state, and federal laws and includes the appropriate 
document and record categories for HSSC; monitor local, state, and federal laws affecting record 
retention; annually review the record retention and disposal program; and monitor compliance 
with this Policy. 
 
Suspension of Record Disposal in Event of Litigation or Claims 
In the event HSSC is served with any subpoena or request for documents or any employee 
becomes aware of a governmental investigation or audit concerning HSSC or the 
commencement of any litigation against or concerning HSSC, such employee shall inform the 
Administrator and any further disposal of documents shall be suspended until such time as the 
Administrator, with the advice of counsel, determines otherwise. The Administrator shall take 
such steps as is necessary to promptly inform all staff of any suspension in the further disposal 
of documents. 
  
Applicability 
This Policy applies to all physical records generated in the course of HSSC’s operation, including 
both original documents and reproductions. It also applies to the electronic documents 
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described above. This Policy was approved by the HSSC Board of Directors on July 1, 2014, and 
revised on November 6, 2018.  
 
APPENDIX A—Record Retention Schedule 
The Record Retention Schedule is organized as follows: 

A. Accounting & Finance 
B. Contracts 
C. Corporate Records 
D. Correspondence & Internal Memoranda 
E. Electronic Documents 
F. Grant Records  
G. Insurance Records 
H. Legal Files & Papers 
I. Miscellaneous 
J. Payroll Documents 
K. Pension Documents  
L. Personnel Records 
M. Property Records 
N. Tax Records 
O. Contribution Records 
P. Programs & Services Records 
Q. Fiscal Sponsor Project Records 

 
A.  Accounting & Finance 
 
Record Type Retention Period 

Accounts Payable ledgers and schedules 7 years 
 

Accounts Receivable ledgers and schedules 7 years 

Annual Audit Reports and Financial Statements Permanent 
 

Annual Audit Records, including work papers and  
other documents that relate to the audit 7 years after audit 

Annual Plans and Budgets 2 years 
Bank Statements and Cancelled Checks 7 years 
Employee Expense Reports 7 years 
General Ledgers Permanent 
Interim Financial Statements 7 years 
Notes Receivable ledgers and schedules 7 years 

Investment Records  7 years after sale of 
investment 

Credit card records (documents showing customer credit card number) 2 years 
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Credit card record retention and destruction: 
• A credit card, with the approval of the Executive Director, may be used to pay for 

products or services that require immediate payment. 
• All records showing customer credit card number must be locked in a desk drawer or a 

file cabinet when not in immediate use by staff. 
• If it is determined that information on a document, which contains credit card 

information, is necessary for retention beyond 2 years, then the credit card number will 
be cut out of the document. 

 
B.  Contracts 
 
Record Type Retention Period 
Contracts and Related 
Correspondence 

7 years after expiration or termination (including any proposal that 
resulted in the contract and all other supportive documentation) 

 
C. Corporate Records  
 
Record Type Retention Period 
Corporate Records (Signed minutes of the Board and all committees, 
corporate seals, articles of incorporation, bylaws, annual corporate reports) Permanent  

Licenses and Permits Permanent 
 
D.  Correspondence & Internal Memoranda 
 
General Principle: Most correspondence and internal memoranda should be retained for the 
same period as the document they pertain to or support. For instance, a letter pertaining to a 
particular contract would be retained as long as the contract (7 years after expiration). It is 
recommended that records that support a particular project be kept with the project and take 
on the retention time of that particular project file.  
 
Correspondence or memoranda that do not pertain to documents having a prescribed retention 
period should generally be discarded sooner. These may be divided into two general categories: 
 

1. Those pertaining to routine matters and having no significant, lasting consequences 
should be discarded within 2 years. Some examples include: 
 

a. Routine letters and notes that require no acknowledgment or follow up, such as 
notes of appreciation, congratulations, letters of transmittal, and plans for 
meetings. 
 

b. Form letters that require no follow up. 
 

c. Letters of general inquiry and replies that complete a cycle of correspondence. 
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d. Letters or complaints requesting specific action that have no further value after 
changes are made or action taken (such as name or address change). 
 

e. Other letters of inconsequential subject matter or that definitely close 
correspondence to which no further reference will be necessary. 
 

f. Chronological correspondence files. 
 

Please note that copies of interoffice correspondence and documents where a copy will be in 
the originating department file should be read and destroyed, unless that information 
provides reference to or direction to other documents and must be kept for project traceability. 
 

2. Those pertaining to non-routine matters or having significant lasting consequences 
should generally be retained permanently. 

 
E.  Electronic Documents 
 

1. Electronic Mail: Not all email needs to be retained, depending on the subject matter. 
 

a. All email—from internal or external sources—is to be deleted after 12 months 
 

b. Staff will strive to keep all but an insignificant minority of their email related to 
business issues. 
 

c. All HSSC business-related email is housed on an external server off-property. 
 

d. Staff will not store or transfer HSSC related email on non-work-related computers 
except as necessary or appropriate for HSSC purposes.  
 

e. Staff will take care not to send confidential/proprietary HSSC information to 
outside sources.  
 

f. Any email staff deems vital to the performance of their job should be printed and 
stored in the employee’s workspace or saved on the server. 
 

2. Electronic Documents: Including Microsoft Office Suite and PDF files. Retention depends 
on the subject matter. 
 

a. PDF documents—The length of time that a PDF file should be retained should be 
based upon the content of the file and the category under the various sections of 
this policy. The maximum period that a PDF file should be retained is 6 years. PDF 
files the employee deems vital to the performance of his or her job should be 
printed and stored in the employee’s workspace. 

Handbook Page 90 of 112



  
 5 1118 

b. Text/formatted files—Staff will conduct annual reviews of all text/formatted files 
(e.g., Microsoft Word documents) and will delete all those they consider 
unnecessary or outdated. After five years, all text files will be deleted from the 
network and the staff’s desktop/laptop. Text/formatted files the staff deems vital 
to the performance of their job should be printed and stored in the staff’s 
workspace. 
 

3. Web Page Files: Internet Cookies 
 

a. All workstations: Internet Explorer should be scheduled to delete Internet cookies 
once per month. 
 

HSSC does not automatically delete electronic files beyond the dates specified in this Policy. It is 
the responsibility of all staff to adhere to the guidelines specified in this policy. 
 
All electronic files on HSSC’s server are backed up on a separate server housed in a separate 
building on the campus. This backup is a safeguard to retrieve lost information within a one-
year retrieval period should documents on the network experience problems. The digital backup 
copy is considered a safeguard for the record retention system of the HSSC but is not 
considered an official repository of HSSC records. 
 
In certain cases a document will be maintained in both paper and electronic form. In such cases 
the official document will be the electronic document. 
 
F.  Grant Records 
 
Record Type Retention Period 

Original grant proposal 7 years after completion 
of grant period 

Grant agreement and subsequent modifications, if applicable 7 years after completion 
of grant period 

All requested IRS/grantee correspondence including determination 
letters and “no change” in exempt status letters  

7 years after completion 
of grant period 

Final grantee reports, both financial and narrative 7 years after completion 
of grant period 

All evidence of returned grant funds 7 years after completion 
of grant period 

All pertinent formal correspondence including opinion letters of 
counsel 

7 years after completion 
of grant period 

Report assessment forms 7 years after completion 
of grant period 
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Documentation relating to grantee evidence of invoices and 
matching or challenge grants that would support grantee  
compliance with the grant agreement 

7 years after completion 
of grant period 

Pre-grant inquiry forms and other documentation for expenditure 
responsibility grants 

7 years after completion 
of grant period 

Grantee work product produced with the grant funds 7 years after completion 
of grant period 

   
G. Insurance Records 
 
Record Type Retention Period 
Annual Loss Summaries 10 years 
Audits and Adjustments 3 years after final adjustment 
Certificates Issued to HSSC Permanent 
Claims Files (including correspondence, medical 
records, injury documentation, etc.) Permanent 

Group Insurance Plans—Active Employees Until Plan is amended or terminated 
Inspections 3 years 
Insurance Policies (including expired policies) Permanent 
Journal Entry Support Data 7 years 
Loss Runs 10 years 
Releases and Settlements 25 years 

     
H. Legal Files 
 
Record Type Retention Period 
Legal Memoranda and Opinions (including all subject 
matter files) 7 years after close of matter 

Litigation Files  1 year after expiration of appeals or 
time for filing appeals 

Court Orders  Permanent 
Requests for Departure from Records Retention Plan 10 years 

      
I.  Miscellaneous 
 
Record Type Retention Period 
Consultant's Reports 2 years 
Material of Historical Value (including pictures, 
publications) Permanent 
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Policy and Procedures Manuals – Original Current version with revision history 
Policy and Procedures Manuals  - Copies Retain current version only 
Annual Reports Permanent 

 
J.  Payroll Documents 
 
Record Type Retention Period 
Employee Deduction Authorizations 4 years after termination 
Payroll Deductions Termination + 7 years 
W-2 and W-4 Forms Termination + 7 years 
Garnishments, Assignments, Attachments Termination + 7 years 
Labor Distribution Cost Records 7 years 
Payroll Registers (gross and net) 7 years 
Time Cards/Sheets 2 years 
Unclaimed Wage Records 6 years 

  
K.  Pension Documents & Supporting Employee Data 
General Principle: Pension documents and supporting employee data shall be kept in such a 
manner that HSSC can establish at all times whether or not any pension is payable to any person 
and if so the amount of such pension. 
 
Record Type Retention Period 
Retirement and Pension Records Permanent 

 
L.  Personnel Records 
 
Record Type Retention Period 
Retirement and Pension Records Permanent 
Commissions/Bonuses/Incentives/Awards 7 years 

EEO  I /EEO 2  Employer Information Reports 2 years after superseded or filing 
(whichever is longer) 

Employee Earnings Records Separation + 7 years 
Employee Handbooks 1 copy kept permanently 
Employee Medical Records Separation + 7 years 
Employee Personnel Records (including individual 
attendance records, application forms, job or status 
change records, performance evaluations, termination 

7 years after separation 
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papers, withholding information, garnishments, test 
results, training and qualification records) 
Employment Contracts—Individual 7 years after separation 
Employment Records 3 years from date of hiring decision 
Employment Records—All Non-Hired Applicants 
(including all applications and resumes whether 
solicited or unsolicited, results of post offer, pre-
employment physicals, results of background 
investigations, if any, related correspondence)  

2 years 

Job Descriptions 3 years after superseded 
Personnel Count Records 3 years 

Forms I-9 3 years after hiring, or 1 year after 
separation if later 

 
M.  Property Records 
 
Record Type Retention Period 
Correspondence, Property Deeds, Assessments, 
Licenses, Rights of Way Permanent 

Original Purchase/Sale/Lease Agreement Permanent 
Property Insurance Policies  Permanent 

 
N. Tax Records 
General Principle: Donors Forum must keep books of account or records as are sufficient to 
establish amount of gross income, deductions, credits, or other matters required to be shown in 
any such return. 
 
These documents and records shall be kept for as long as the contents thereof may become 
material in the administration of federal, state, and local income, franchise, and property tax 
laws. 
 
Record Type Retention Period 
Tax-Exemption Documents and Related 
Correspondence Permanent 

IRS Rulings Permanent 
Excise Tax Records 7 years 
Payroll Tax Records 7 years 
Tax Bills, Receipts, Statements 7 years 
Tax Returns  (Income,  Property) Permanent 
Tax Work Paper Packages - Originals 7 years 
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Sales/Use Tax Records 7 years 
Annual Information Returns - Federal and State Permanent 
IRS or other Government Audit Records Permanent 

        
O.  Contribution Records 
 
Record Type Retention Period 
Records of Contributions Permanent 
Humane Society of Sarasota County’s or other 
documents evidencing terms of gifts  Permanent 

 
P.  Programs & Services Records 
 
Record Type Retention Period 
Adoption Records 7 years 
Research & Publications At Executive Director’s discretion 

 
Q.  Fiscal Sponsor Project Records 
 
Record Type Retention Period 
Sponsorship Agreements Permanent 

 
APPENDIX B—Record Retention Summary 
The following is a guideline for ease of use only. For specifics, and other time frames not 
specified, please see Appendix A. 
 
Permanent Retention: 

• Accident Claims Files  
• Annual Audit Reports  
• Board Handbook, which includes:  

o Articles of Incorporation  
o Bylaws  

• Contribution Records  
• Court Orders  
• Employee Handbook  
• Financial Statements  
• General Ledgers  
• Gift Terms  
• Insurance Certificates  
• Insurance Policies  
• Materials of Historical Value  
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• Minutes of Board and Committee Meetings 
• Real Property Records  
• Retirement and Pension Records  
• Sponsorship Agreements  
• Tax Exemption Documents and IRS Rulings  
• Tax Returns  
• Tax Audit Records  
• Tax Information Returns—Annual State and Federal  

 
Retention for 7 Years: 

• Accounts Payable and Accounts Receivable Ledgers and Schedules  
• Adoption Records  
• Annual Audit Records (including work papers)  
• Bank Statements and Cancelled Checks  
• Contracts and Related Correspondence (7 years after expiration or termination)  
• Employee Expense Reports  
• Grant Records (keep 7 years after completion of grant period)  
• Interim Financial Statements  
• Investment Records (where investment sold)  
• Labor Distribution Cost Records  
• Payroll Registers (gross and net)  
• Legal Memoranda and Opinions  
• Notes Receivable Ledgers and Schedules  
• Personnel records for 7 years after separation:  

o Payroll Deductions 
o W-2 and W-4  
o Garnishments, Assignments, and Attachments  
o Earnings Records  
o Medical Records  
o Personnel File  
o Commissions/Bonuses/Incentives/Awards  
o Employment Contracts  

• Tax Records:  
o Excise Tax  
o Payroll Tax  
o Tax Bills, Receipts, Statements 
o Tax Work Paper Packages, originals 
o Sales/Use Tax Records 
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Humane Society of Sarasota County Whistleblower Policy 

 
General 
The Humane Society of Sarasota County (HSSC) is committed to maintaining the highest 
standards of conduct and ethical behavior and promotes a working environment that values 
respect, fairness and integrity.  All directors, officers and staff shall act with honesty, integrity 
and openness in all their dealings as representative for the organization.   
 
Reporting Responsibility 
In keeping with the code of maintaining the highest standards of conduct and ethics, HSSC will 
investigate any suspected fraudulent or dishonest use or misuse of HSSC’s resources or property 
by directors, officers or employees. It is the responsibility of all directors, officers and employees 
to comply with the Code and to report violations or suspected violations in accordance with the 
Whistleblower Policy. 
 
No Retaliation 
No director, officer or employee who in good faith reports a violation of the Code shall suffer 
harassment, retaliation or adverse employment consequence. An employee who retaliates 
against someone who has reported a violation in good faith is subject to discipline up to and 
including termination of employment. Whistleblowers who believe that they have been 
retaliated against may file a written complaint with the Executive Director. In the event a 
Whistleblower believes the Executive Director has retaliated against him, written complaints may 
be filed with the President of the Board of Directors.  This Whistleblower Policy is intended to 
encourage and enable employees and others to raise serious concerns within the organization 
prior to seeking resolution outside the organization. 
 
Reporting Violations 
The Policy addresses HSSC’s open door policy and suggests that employees share their 
questions, concerns, suggestions or complaints with someone who can address them properly. 
In most cases, an employee's supervisor is in the best position to address an area of concern. 
However, if you are not comfortable speaking with your supervisor or you are not satisfied with 
your supervisor's response, you are encouraged to speak with the Executive Director or anyone 
in management whom you are comfortable in approaching. Supervisors are required to report 
suspected fraudulent or dishonest conduct to the Executive Director. If the conduct of the 
Executive Director is challenged, the President of the Board of Directors is to be contacted. 
 
Accounting and Auditing Matters 
The Finance Committee shall address all reported concerns or complaints regarding corporate 
accounting practices, internal controls or auditing. The Executive Director shall immediately 
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notify the Finance committee of any such complaint and work with the committee until the 
matter is resolved. 
 
Acting in Good Faith 
Anyone filing a complaint concerning a violation or suspected violation of the Code must be 
acting in good faith and have reasonable grounds for believing the information disclosed 
indicates a violation of the Code. Reasonable care should be taken in dealing with suspected 
misconduct to avoid baseless allegations. Any allegations that prove not to be substantiated and 
which prove to have been made maliciously or knowingly to be false will be viewed as a serious 
disciplinary offense.   
 
Confidentiality 
Violations or suspected violations may be submitted on a confidential basis by the complainant 
or may be submitted anonymously. Reports of violations or suspected violations will be kept 
confidential to the extent possible, consistent with the need to conduct an adequate 
investigation. 
 
Handling of Reported Violations 
The Executive Director will notify the sender and acknowledge receipt of the reported violation 
or suspected violation within five business days. All reports will be promptly investigated and 
appropriate corrective action will be taken if warranted by the investigation. 
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Humane Society of Sarasota County  
Advisory Board Guidelines & Rules 

 
Pursuant to Article XI of the Bylaws: 

The Advisory Board is made up of individuals who are committed to the 
Corporation's mission and who lend their names in support of the 
organization. Advisory Board Members are elected by the Board of Directors from 
time to time, hold a two-year term, and may be re-elected indefinitely, at the 
discretion of the Board of Directors. Advisory Board members are not required to 
attend meetings but may do so at their discretion. The Advisory Board is an optional 
board and there is no limit on the number of Advisory Board members. 

 
In accordance with the above, the following guidelines and rules are approved: 
 

1. The HSSC Advisory Board shall be made up of former board members or other 
community members with a specific skill set compatible with the mission of HSSC. 
 

2. Advisory Board members will be called upon in situations where their skills can be used 
to address issues within their areas of expertise when board members are unable to do 
so. For example, if requests for proposals for a financial institution to manage HSSC 
funds are sought, and members of the Financial Committee have affiliation with the 
institutions that submit proposals, then conflicts arise. Advisory Board members may be 
called upon to examine the proposals and make recommendations to the Board. As 
further example, if no Board members have expertise to advise on a lease, an Advisory 
Board member may be called upon for assistance.   
 

3. No specific number of meetings are required to be held. The Advisory Board members 
may be called upon as needed. 
 

4. There is no specific monetary requirement for members, but Advisory Board members 
are encouraged to assist with fundraising as they are able. 
 

5. The terms are for two years and are subject to Board Approval.  
 

6. Advisory Board Members shall be required to sign conflict and confidentiality disclosures 
as outlined in the bylaws and policies. 
 

7. Advisory Board Members who choose to attend Board meetings will not be allowed to 
vote. 
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SECTION III. FINANCIAL INFORMATION 

 
All financial information on file at the main office and accessible at www.hssc.org. 
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SECTION IV. ORGANIZATION INFORMATION 
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Executive Director—Anna Gonce 
 

Anna Gonce brings 20 years of experience in animal welfare to the Humane Society of Sarasota 
County at a time when HSSC is expanding to be the state’s premier no-kill shelter. Gonce spent 
many years with Best Friends Animal Society, which runs the nation’s largest no-kill sanctuary for 
companion animals. Gonce helped Best Friends launch several national initiatives designed to 
reduce the number of animals entering shelters. She then led their Salt Lake City–based program, 
delivering a strategy to make Utah a no-kill state. She operated a pet adoption center, high-
volume spay/neuter clinic, mobile spay/neuter clinic, kitten nursery, and led a statewide coalition. 
Gonce was previously Executive Director of The Gabriel Foundation, one of the country’s largest 
parrot sanctuaries. She also worked for the American Humane Association, first as their public 
relations manager, then as the manager of their animal emergency services program. Gonce was 
the secretary of the National Animal Rescue and Sheltering Coalition and founding board 
president for Spay Neuter International Project, based in Costa Rica. She has presented at animal 
welfare conferences and workshops across the country. 
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Staff—As of July 1, 2021 
 

First 
Name 

Nick 
Name 

Last Name Work E-mail Work Phone Ext. Title 

Virginia Ginny Armington garmington@hssc.org 941.955.4131 114 Director of Community Outreach 

Sally Sally Bailey sbailey@hssc.org 941.955.4131 101 Accounting Associate (P-T) 

Joshua Joshua Biroscak n/a 941.364.3605   Veterinary Technician Assistant 

Thomas Tommy Bloom tbloom@hssc.org 941.955.4131 108 Adoption Counselor 

Kirsten Dr. B Bui kbui@hssc.org 941.364.3605   Associate Veterinarian 

Christina Tina Cherry n/a 941.955.4131   Animal Care Specialist 

Kristin Kristin Cooper kcooper@hssc.org 941.955.4131 103 Multimedia & Brand Strategist 

Kassondra Kassie 
Creighton-
Wood 

kcwood@hssc.org 941.955.4131 301 Clinic Manager 

Mercedes Sadi Cruz mcruz@hssc.org 941.955.4131 122 Foster & Placement Coordinator 

Elizabeth Dr. Lizzie Dammers edammers@hssc.org 941.364.3605   Associate Veterinarian 

Kerry Miller 
Esparza 
Gutierrez 

kesparza@hssc.org 941.955.4131 112 Admissions Supervisor 

Shaniya Shaniya Everett n/a 941.364.3605   Veterinary Technician Assistant 

Evelyss Eve 
Garcia 
Morales 

vetinfo@hssc.org 941.364.3605   Receptionist 

Anna Anna Gonce agonce@hssc.org 941.955.4131 102 Executive Director 

Lauren Lauren Greig n/a 941.955.4131   Animal Care Specialist 

Emory Emory Groeneveld egroeneveld@hssc.org 941.955.4131 118 Animal Care Supervisor 

Rebecca Becca Gustafson rgustafson@hssc.org 941.955.4131 119 Senior Director of Operations 

Jenny Jenny Hamner jhamner@hssc.org 941.955.4131 115 Philanthropic Coordinator 

Ann Ann Harrison n/a 941.955.4131   Animal Care Specialist 

Tracy Tracy Hutter   941.364.3605   Veterinary Technician (CVT) 

Ivan Dr. Ivan Ivanov iivanov@hssc.org 941.364.3605   Medical Director 

Alissa Alissa Jackson ajackson@hssc.org 941.955.4131 111 
Marketing & Communication 
Coordinator 

Shyla Shyla James vetinfo@hssc.org 941.364.3605   Receptionist 

Verena Verena Popic vetinfo@hssc.org 941.364.3605   Receptionist 

Erin Erin Jordan ejordan@hssc.org 941.955.4131 105 Human Resources Specialist 

Alyson Alyson Lutes alutes@hssc.org 941.955.4131 104 Lead Adoption Counselor 

Ashley Ashley Lysaught n/a 941.364.3605   Veterinary Technician Assistant 

Kate Kate Melillo n/a 941.955.4131   Animal Care Specialist 

Morgan Morgan Mento n/a 941.955.4131   Animal Care Specialist 

Lisa Lisa Merlet lmerlet@hssc.org 941.955.4131 124 Lead Animal Care Specialist 

McKenzie McKenzie Peterson mpeterson@hssc.org 941.364.3605   Clinic Veterinary Technician Manager 

Michon Michon Pratt n/a 941.964.3605   Veterinary Technician (CVT) 

Dariana Dari Quintana n/a 941.955.4131   Admissions Specialist 

Amanda Mandy Ray mray@hssc.org 941.955.4131 113 Volunteer Coordinator 

Amber Amber Richards n/a 941.955.4131   Animal Care Specialist 
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Kate Kate Rose krose@hssc.org 941.955.4131 124 Lead Animal Care Specialist 

Richard Richard Sanford n/a 941.955.4131   Animal Care Specialist 

Chris Chris Shields cshields@hssc.org 941.955.4131 117 Maintenance Supervisor 

Autumn Autumn Steiner asteiner@hssc.org 941.955.4131 121 Senior Director of Philanthropy 

Tracy Tracy Stoddard tstoddard@hssc.org 941.955.4131 106 Adoption & Foster Program Manager 

Genevieve Vivi Warner n/a 941.955.4131   Animal Care Specialist 

Geoffrey Geoff Webber gwebber@hssc.org 941.955.4131 107 Lead Animal Care Specialist 

William William Ruhmshottel   941.955.4131   Animal Care Specialist 

Eric Eric Williams n/a 941.955.4131   Animal Care Specialist 

Taylor Taylor Wolfe twolfe@hssc.org 941.955.3605 116 Medical Operations Supervisor 

 

Handbook Page 104 of 112

mailto:krose@hssc.org
mailto:cshields@hssc.org
mailto:asteiner@hssc.org
mailto:tstoddard@hssc.org
mailto:gwebber@hssc.org
mailto:twolfe@hssc.org


  0721 

Organizational Chart-Shelter—As of June 21, 2021 
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Humane Society of Sarasota County Programs & Services 
 

Cat and Dog Adoptions 
HSSC is the area’s largest no-kill shelter and has been officially no-kill since 2009. That means 
that no animal is ever euthanized to make room for another. On average, there are 250 animals 
in the shelter at a time. HSSC accepts animals from owner surrender and transfer from local and 
out-of-state shelters. Every animal is given a medical examination, vaccinated, spayed/neutered, 
and microchipped prior to adoption. If an animal needs medical attention, HSSC has an on-site 
veterinarian and medical staff capable of providing most treatments in house or at the Animal 
Clinic of HSSC. Many shelters do not have the time or means to treat animals with common 
diseases like ringworm or heartworm; at those shelters the animal is either euthanized or the 
burden of treatment is passed to the new owner. HSSC is fortunate to be able to treat these 
animals prior to adoption. For animals with behavioral issues, HSSC has a canine and a feline 
specialist on staff to work with the animals during their stay in our facility, and to provide 
guidance to the new owners after adoption. Animals are given individual attention and love, then 
paired with the perfect adopter by our trained adoption counselors and matchmakers. Our goal 
for 2021 is to find homes for 2,116 animals. 
 
K-9 Obedience Training Courses 
HSSC offers K-9 Obedience Training Courses to help owners develop a better relationship with 
their dogs. Our classes strengthen the bond between dogs and their owners through education 
and positive reinforcement. We believe that training is a key factor in animal retention: a well-
behaved dog has a much lower chance of being returned than a pet with behavior issues does. 
We offer classes ranging from beginning puppy to basic manners to agility. Our classes are 
taught by top-notch coaches and are offered at significantly lower prices than other classes in the 
area. Prices range from $60-95 per six-week session, and all adopters receive $10 off their first 
course. 
 
Pet Pantry Program 
HSSC’s Pet Pantry Program is made possible through generous contributions from our local 
community and business partners. This valuable service is offered to Sarasota residents in need of 
temporary assistance in feeding their pets during financial hardships. We accept donations of 
unopened dog and cat food. The food is divided into 5-pound packages and distributed every 
Wednesday from 10am–2pm. Applicants must provide ID with proof of Sarasota County 
residence, government assistance, and proof that their animals are spayed or neutered. HSSC will 
provide information on low cost spay/neuter programs, if necessary.  
 
Meals on Wheels Sarasota Collaboration 
Meals on Wheels Sarasota and HSSC work together to feed the hungry pets of Meals on Wheels 
Sarasota’s clients. The program is supported by various grants. HSSC purchases and portions the 
pet food and cat litter, which is then distributed by Meals on Wheels Sarasota during their 
regular client deliveries. HSSC also provides basic medical care to Meals on Wheels clients’ pets. 
Meals on Wheels uses grant money to reimburse HSSC for the cost of food, supplies, and 
medical care.  
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Pet Surrender 
Pets are surrendered for a number of reasons—financial concerns, illness, moving to a home that 
doesn’t welcome pets, allergies, pet behavior issues, and unwanted litters—just to name a few. 
HSSC urges pet owners to consider other options before deciding to surrender; however, HSSC 
understands there may be circumstances that arise that make it impossible to keep the pet in its 
home. HSSC accepts owned cats and dogs by application and appointment only, and an 
appointment does not guarantee acceptance into our adoption program. Each pet is evaluated, 
and if accepted into the adoption program, a surrender fee is required. HSSC reviews every 
profile form that is submitted. Due to the high volume of surrender requests and limited staff and 
resources, HSSC is not able to accommodate all requests. Once accepted, HSSC makes every 
effort to place healthy, friendly pets in new, loving homes, but we cannot guarantee the 
rehoming of a pet.  
 
End of Life Services & Pet Cremation 
We understand the decision to euthanize a pet is never easy. HSSC offers private and communal 
cremation services for owned pets, providing utmost respect, professionalism, care, and 
compassion. Humane euthanasia is carried out by staff members who have received a certificate 
of completion from the Florida Animal Control Association for the required training in the 
Euthanasia of Animals. Humane euthanasia services are by appointment only, and fees do apply. 
The Humane Society of Sarasota County reserves the right to refuse to euthanize an animal at its 
sole discretion and/or decide that the animal is not a suitable candidate for euthanasia. 
 
Animal Clinic of the Humane Society of Sarasota County 
From teeth cleanings to diagnostic tests to surgery, the Animal Clinic of the Humane Society of 
Sarasota County offers veterinary care for all cats and dogs at an affordable price. Open since 
February 2016, the goal of the Animal Clinic is to provide the local community with an affordable 
option for excellent veterinary care. The Animal Clinic is a full-service facility, is open to the 
public, and there are no income requirements. The Animal Clinic is outfitted with state-of-the-art 
medical equipment, including an x-ray machine, an endoscope, a cold laser, and a blood machine 
capable of producing instant diagnostic results. The quality of care is equivalent to any private 
veterinary practice, at a fraction of the cost. All proceeds from the Animal Clinic benefit the 
shelter pets at the Humane Society of Sarasota County. 
 
Volunteer Opportunities 
HSSC relies on a volunteers to assist with the day-to-day functions of running the shelter: 
cleaning and maintenance, animal care, socialization and enrichment, matchmaking, and 
administrative support. Volunteers help at community events and take animals on excursions and 
staycations. Our network of volunteers is crucial to keeping the shelter running. Volunteers must 
be at least 18 years old to work directly with animals. Children 12-17 are eligible to join our Teen 
Club. Volunteers must apply, pay a nominal registration fee, and attend a one-hour orientation. 
Specialized volunteer roles require additional training. 
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Foster Program 
Foster homes expand HSSC’s ability to care for animals beyond the walls of our facility. Without 
fosters, countless pets may not have a second chance life. Foster parents give a pet the chance to 
live and be loved in a foster home. They learn about the pet’s personality and likes and dislikes, 
which ultimately helps the pet be matched to the perfect forever home. Foster volunteers are 
critical to reducing the amount of time our animals live in the shelter. HSSC provides our foster 
parents with all the food, supplies, support, and medical attention they need to care for their 
foster pet. However, if the foster parent can provide for the pet, that greatly reduces the 
program’s cost. Fosters generally care for the most vulnerable animals: underage puppies and 
kittens, animals recovering from illness or treatment, or animals who need intensive training and 
care before they would be a candidate for adoption. All potential fosters must complete an 
application. 
 
Teen Program 
The Teen Program is ideal for animal-loving teens, ages 12-17, who have an interest and passion 
for helping animals. It is a comprehensive, limited-space program and requires participants to 
apply in the summer and be enrolled at the start of the school year. This fun and informative 
program focuses on developing teens to become responsible citizens and future volunteers at 
the Humane Society of Sarasota County. The Teen Program is a combination of classroom, 
hands-on activities, and service learning activities. TC offers students a fun, interactive social 
arena where their concern for others, both humans and animals, will be fostered. They will be 
encouraged to work with one another, actively participate in meetings, and conduct independent 
service projects on behalf of HSSC.  All animal interactions will be structured and supervised to 
ensure young people have a safe and fun experience. The Teen Program meets once a month 
from September to May. 
 
Pet Therapy 
The HSSC Pet Therapy Program connects caring people and their special animals with 
opportunities to bring comfort, happiness, and humane education to a wide range of adults and 
children throughout Sarasota and Manatee Counties. Our Pet Therapy Teams play a vital role in 
raising community awareness of the many joys of responsible pet ownership. We believe that the 
soothing effects of touching and communicating with animals should be available to everyone 
faced with challenges. Our program provides: registration, insurance, visit 
scheduling/coordination, and support to volunteers and their animals. All potential Pet Therapy 
volunteers must apply, and they must also become HSSC volunteers, which means there is a 
nominal fee and a one-hour orientation. All Pet Therapy candidates must pass an evaluation, 
although HSSC does accept certified Pet Therapy dogs from other national organizations without 
re-testing. If a dog does not pass the evaluation, but has good potential and needs more 
training, we offer a four-week course. 
 
Humane Education 
Humane education is the teaching of compassion and respect related to animal welfare and 
examines the challenges facing our planet and explores how we might live with compassion and 
respect for everyone. The focus on citizenship makes humane education compatible with other 
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educational theories, including service-learning, character building and democratic education 
which all promote personal and global responsibility.  Humane education helps build and model 
empathy as well as promotes higher order thinking skills related to cause and effect of actions 
while promoting empathy and compassion towards all species. The HSSC Humane Education 
Program uses the principles of the human/animal bond to provide enriching, fun lessons for 
children and adults. We offer a variety of formats, including classroom visits, shelter tours, pet 
therapy, Reading Fur Fun, Teen Volunteer Club, and Fur Fun Summer Camp Program. 
 
Fur Fun Summer Camp 
HSSC’s Fur Fun Summer Camp is great for kids who love animals! During our week-long sessions, 
campers meet shelter pets and other exotic animals, play games, create animal-themed crafts, 
and learn from exciting speakers. Summer Camp is designed for children ages 6-11 and held in 
HSSC’s Education & Training Center. Summer Camp runs for seven one-week sessions, Monday 
to Friday, from 1-5pm, beginning in June.  
 
Reading Fur Fun 
Throughout Sarasota and Manatee Counties, in school, libraries and other settings, canine literary 
mentors from HSSC help children improve their reading skills. Studies show that being with pets, 
even for a short time, can lower blood pressure, decrease depression, and enhance health in 
many other ways.  There is also evidence that pets can help children learn. The premise of the 
innovative Reading Fur Fun program is that reading to dogs reduces the child’s fear of reading. 
Dogs as reading partners provide a warm, nurturing atmosphere where children can stumble 
over words without criticism. The dogs are nonjudgmental and supportive, regardless of the 
reader’s accuracy.  This unconditional acceptance allows the child to relax and begin to enjoy 
reading. Reading Fur Fun visits follow a standard pattern: the dog/human teams meet in 
whatever space is made available. Humans sit on chairs or on the floor next to the dog; children 
come in—one per dog—and read for several minutes, sometimes hugging or petting the dogs, 
sometimes just sitting close to them. Dogs of all breeds and sizes can be reading mentors. Dogs 
are evaluated for appropriateness in the program and must be approved as Pet Therapy 
volunteers, whether through HSSC’s Pet Therapy Program or through another national 
organization.  
 
Community Events 
HSSC maintains a public presence through participation in dozens of community outreach events 
each year. Called “offsites,” these events are an opportunity to bring adoptable pets into the 
community with the goal of finding a home right on the spot. Hundreds of adoptions have taken 
place at locations as varied as the Phillippi Farmhouse Market, the stores along St. Armands 
Circle, and many more. Our Mobile Adoption Center, Big MAC, can comfortably transport dogs 
and cats to events, and serves as a moving billboard for HSSC.  
 

Please visit www.hssc.org for a complete overview of all HSSC programs and services.  
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Calendar of Fundraising Special Events—2021/2022 
 

• Staff and Volunteer Appreciation Day – Tuesday, August 10, 2021 
• Grand Opening Celebration – Friday, September 24, 2021 
• Faux Paws on the Catwalk – Friday, October 22, 2021 
• Paws on the Catwalk Luncheon – Spring 2022 

 

See www.hssc.org/get-involved/events for a calendar of all upcoming events. 
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Board Handbook Acknowledgment 

 
__ I have been given the link which will allow me to review the Humane Society of Sarasota 
County’s Board Handbook. I understand that this Board Handbook supersedes any 
previously published policies.  
 
__ I acknowledge that I have been provided an opportunity to ask questions and get 
clarification on the content and/or meaning of the material published in this Handbook. 
 
__ I understand that it is my responsibility to read and comply with the policies contained 
in this Handbook and any revisions made to it.  
 
 
______________________________________ ________________________ 
Board Member Signature   Date 
 
 
______________________________________ ________________________ 
Witness Signature    Date 
 
 

Handbook Page 111 of 112



1117 

Humane Society of Sarasota County Confidentiality Acknowledgement 
for Employees, Volunteers & Board Members 

Respecting the privacy of our clients, donors, members, staff, volunteers, and of HSSC itself is a 
basic value of HSSC. Personal and financial information is confidential, as is information about 
HSSC when designated as confidential. “Confidential” means that you are free to talk about 
HSSC and about your program and your position, but you are not permitted to disclose private 
information without appropriate authorization. Care should also be taken to ensure that 
unauthorized individuals do not overhear any discussion of confidential information and that 
documents containing confidential information are not left in the open or inadvertently shared. 

Employees, volunteers, and board members of HSSC may be exposed to information which is 
confidential and/or privileged and proprietary in nature. It is the policy of HSSC that such 
information must be kept confidential both during and after employment or volunteer service.  
Staff and volunteers, including board members, are expected to return documents containing 
privileged or confidential information at the time of separation from employment or expiration 
of service.   

This policy is intended to protect you as well as HSSC, as in extreme cases, violations of this 
policy may result in personal liability. This policy is not, however, intended to prevent disclosure 
where disclosure is required by law. 

I agree to treat as confidential all information about present and former clients and donors, and 
other private information I learn during the performance of my duties as _________________________ 
_________________________ (position), and I understand that it will be a violation of policy to disclose 
such information to anyone.   

_______________________________________________________________________  
Signature 

_______________________________________________________________________ 
Printed Name 

_________________________ 
Date
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