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As a staff member of TRPR, an essential part of your skill base must be the ability to appropriately
respond to emergency situations at your level and ability of training.  All staff members are required
to maintain current certifications in CPR, First Aid and AED. Additional certifications may be required
by your job description. This manual will help to acquaint you with the general procedures used
within each department, and some site-specific details. You are asked to become familiar with
response methods to the different emergencies outlined in the manual and be prepared to implement
them in a calm and professional manner.

As part of your preparation to work at TRPR, please come to know where the following items are
located:  emergency phone numbers list, all exits, evacuation assembly location, fire extinguishers,
smoke alarms, first aid kits, flash lights, electrical panels, water system shut-off valves, and keys.

Risk management, safety awareness and emergency response ability are fundamental parts of your
job as an employee.  While on duty, you are asked to be alert to potential hazards from equipment,
activities, and human behavior.  You should be quick to respond to problems whenever they may
arise.  You play a key role in protecting the safety of the departments’ patrons, staff, and facilities.

When the front desk is alerted, a staff person must go to the front desk area ASAP and be prepared
to call 911 and assist staff in any capacity that is needed.  If the instructor should need to leave the
area to assist with emergency care in another part of the facility, the area shall be closed, doors
locked, and no one will be able to enter the area during the absence of the instructor.



EMERGENCY PHONE NUMBERS

MILLIKEN POLICE DEPARTMENT 970-587-2772

MILLIKEN FIRE STATION 970-587-4464

JOHNSTOWN POLICE DEPARTMENT 970-587-5555

JOHNSTOWN FIRE STATION 970-587-4477

EXECUTIVE DIRECTOR-CLINT 970-418-0084

RECREATION DIRECTOR-JEFF 970-405-8701

PARKS DIRECTOR-BRIAN 970-405-8715

*****IMPORTANT- IN CASE OF A NATURAL
DISASTER OR AN EMERGENCY THAT NEWS

REPORTERS OR ANY KIND OF PRESS IS INVOLED
ONLY THE EXECUTIVE DIRECTOR CAN MAKE A

COMMENT. *****



MILLIKEN ATHLETIC COMPLEX
320 Centennial Drive, Milliken, CO 80543

INJURY OR ILLNESS

IN CASE OF AN EMERGENCY IN THE COMMUNITY ROOMS
● Contact the front desk and ask for immediate assistance
● Call 911 if needed
● Keep patrons away from the emergency situation
● Call parent or family member
● Complete the Incident Report Form located in the RED binder at the front desk
● Report the incident to the Executive Director

IN CASE OF AN EMERGENCY IN THE GYM
● Contact the front desk and ask for immediate assistance
● Call 911 if needed
● Keep patrons away from the emergency situation
● Call parent or family member
● Complete the Incident Report Form located in the RED binder at the front desk.
● Report the incident to the Executive Director

Employees Should:
Know the location of the nearest First Aid Kit.
Know the location of the nearest AED and how to use it.

FLOOD PROCEDURES
None of our facilities are considered in the flood zone.

FIRE EMERGENCY PROCEDURES
In the event of a fire, a safe and speedy response is of the utmost importance.  Employees need to
be prepared for all emergencies.  Please follow these guidelines in the event of a fire:

● Call 911.  Give them your name, the facility name, the address, and state the problem.  If the
Executive Director is in the building, they should be notified of the situation immediately.

● Evacuate all patrons to the tennis courts at the Milliken Athletic Complex (MAC). Close doors
and windows as you leave rooms or areas of the building

● If there is no danger to the employee, that employee must walk through the facility to make
sure the building is clear, checking all areas of the building.  Make sure all doors and windows
are closed.

● A TRPR employee should meet the Fire Department when they arrive so information can be
given.

● Contact the Executive Director
● Complete an incident report form as soon as possible.

Employees Should:
Know the location of alternative exits from all areas of the building.



Know the location of the nearest fire extinguisher and how to use it.

TORNADO WATCH/WARNING
● The front desk will notify each department, including the Executive Director via cell phone.
● Staff and patrons will evacuate to the Men’s and Women’s bathrooms.
● Take attendance.
● Make sure no one is stationed near doors, windows, or other openings.
● At least two staff members must stay in the lobby area to monitor the status of the tornado

warning and to make sure the building is safe from damages. In large print the front office
should put “Severe Weather” on the sign-in sheet and if patrons choose to leave, they must
sign it.

● The staff members’ monitoring the lobby should keep themselves safe and if needed move to
the bathroom or other designated secure area.

● Once the tornado warning is lifted the staff members can make announcement that the
warning is over, and that the evacuation is over.

● After the warning is lifted the building is back to normal operations. Take down the sign on the
door and notify the Executive Director.

● After a tornado passes, immediately begin a building evacuation. Please be cautious of
damaged areas.

● Keep a log of the event to help you in completing an incident report form.
Employees Should:

If a tornado should impact the physical facility, staff will initiate actions to:
1.Render first aid to any faculty, staff, students, or visitors that may have

been injured.
2. Call 911 for any faculty, staff, students, or visitors that have suffered

more than minor injuries.

THEFT
When a theft occurs, it is important to determine the approximate value of the stolen property.
Depending upon the value of the stolen property, the Milliken Police Department may need to be
contacted. A general rule of thumb is if the value is perceived to be over $50, it should be reported to
the police. When completing an incident report form to document the event, please get as much
information as possible concerning the theft. Include specifics, such as: location of the theft,
description, and value of all stolen articles, and addresses and phone numbers of all parties involved.

ARMED ROBBERY
In the event of an armed robbery, all the assets in the facility combined would not equal the safety of
a customer or staff member. Do not attempt to be a hero! The best thing you can do is to be a good
witness and take charge once the incident has ended.

● Immediately call 911
● If there is a robbery attempt do not be a hero-hand over the money.
● Immediately contact the Executive Director.
● Call other staff members for assistance.
● Lock the doors.



● Protect any evidence that may be valuable and direct another staff member to meet the police
as they arrive.

● Distribute pencils and paper to all witnesses so they can write down exactly what they saw.
Try and prevent them from discussing it with other customers.

● Fill out the Incident Report located in RED binder at the front desk.
● Please do not talk to any media personnel if they arrive.

PERSON WITH A WEAPON
● There are three choices to make: RUN, HIDE, FIGHT
● The choice you make depends on the area of the building you are located and where the

situation is taking place
● The main goal is to GET YOURSELF AND OTHERS OUT of the building and out of harm’s way.
● Take anyone with you (other staff and patrons). Once in a safe location call 911 and try to

stop any other staff members or patrons from entering the facility.
● If possible, evacuate out to any of the three main EXITS.
● Remember to stay calm and work together!

BOMB THREAT
Bomb threats may be received by phone, mail, person-to-person, e-mail, etc.  In most cases,
however, the threat will be made by phone.

In the event of a bomb threat, the following guidelines are in effect:

● The person receiving the call should note the time, line on which received, sex of the caller,
and emotional state of the caller (calm, jovial, distraught, angry, etc.)

● Immediately call 911 and report that a bomb threat has been received and that the building is
being evacuated.

● Upon hanging up with 911, the Executive Director should be notified.
● Inform all people in the building that there is an emergency situation and that they need to

leave, meeting at the tennis courts at the Milliken Athletic Complex (MAC).
● Encourage patrons/staff to remain calm and exit in an orderly fashion.
● All patrons and staff are to leave the building except the Executive Director and one other staff

person.
● The Executive Director and staff person will make a swift circuit of the building to ensure all

patrons have exited, then said staff will vacate after all patrons have cleared the building.
● The Executive Director will become the liaison with all 911 services.
● The facility will reopen when the Fire and Police Departments announce that it is safe.
● Staff may not leave unless directed to do so by the supervisor.

BUILDING EVACUATION
● Clear the front lobby if there are any patrons around.
● Move from room to room, starting with occupied rooms, to verbally tell everyone to

immediately vacate the building.  The recommended message is:



● “Attention, there is an emergency in the building.  We are asking everyone to please leave
the building in a calm and orderly manner, using the nearest exit, and meet at the tennis
courts at the Milliken Athletic Complex.”

● Check for people with disabilities, children, or anyone appearing to need assistance, to see
if they need help leaving the building.  Assign a staff person or capable volunteer to
accompany such individuals until emergency personnel arrive, or transportation is provided
for them.

● Assign a staff or volunteer person to gather people at the tennis courts at the Milliken
Athletic Complex (MAC).

● Check community rooms, cardio room, North and South Gym, and all offices on your way
out of the building.  Close each door after you have verified that a space is vacant.

● Stay with people outside the building until emergency personnel arrive.  Be aware of and
attend to physical needs of patrons and staff who may have left the building without
adequate clothing.  Do not let anyone other than emergency personnel enter the facility.

● Confirm with people outside the building that all individuals who were with them in the
facility are accounted for.  Do not let anyone leave without notification, make sure that
minors are only released to responsible guardians. Staff must be able to account for all
individuals who were in the facility.

● When emergency personnel arrive, indicate that you are the staff person in charge, and
follow their instructions.

● Use a nearby phone to contact the Executive Director.
● When you have emergency personnel approval, you may allow patrons and staff to

re-enter the facility.  You will need the Executive Director’s approval to resume activities for
the day.

● At the end of the incident please fill out an Incident Report Form.

PLUMBING PROBLEMS
● Notify your supervisor

MECHANICAL PROBLEMS
● Notify your supervisor

INFECTIOUS DISEASES
● We will follow closely to guidelines from local and state health agencies.



MAP OF MILLIKEN ATHLETIC COMPLEX



NELSON BALL FIELDS
671 Telep Avenue, Johnstown, CO 80534

INJURY OR ILLNESS

IN CASE OF AN EMERGENCY AT NELSON BALL FIELDS
● Contact the supervisor and ask for immediate assistance
● Call 911 if needed
● Keep patrons away from the emergency situation
● Call parent or family member
● Complete the Incident Report Form located in the RED binder on the counter in the hallway
● Report the incident to the Executive Director

Employees Should:
Know the location of the nearest First Aid Kit.
Know the location of the nearest AED and how to use it.

FLOOD PROCEDURES
None of our facilities are considered in the flood zone.

FIRE EMERGENCY PROCEDURES
In the event of a fire, a safe and speedy response is of the utmost importance.  Employees need to
be prepared for all emergencies.  Please follow these guidelines in the event of a fire:

● Get everyone out of the park in the safest route
● Call 911.  Give them your name, the facility name, the address, and state the problem.  If the

Executive Director is in the building, they should be notified of the situation immediately.
● Evacuate patrons to the parking lot on the west side of the facility. Close doors and windows

as you leave rooms or areas of the building.
● If there is no danger to the employee, that employee must walk through the facility to make

sure the facility is clear, checking all areas of the facility.  Make sure all doors and windows are
closed.

● A TRPR employee should meet the Fire Department when they arrive so information can be
given.

● Contact the Executive Director
● Complete an incident report form as soon as possible.

Employees Should:
Know the location of alternative exits from all areas of the park.
Know the location of the nearest fire extinguisher and how to use it.

TORNADO WATCH/WARNING
● The supervisor will notify each department, including the Executive Director via cell phone.
● Staff and patrons will evacuate to the Men’s and Women’s bathrooms.
● Take attendance.



● Make sure no one is stationed near doors, windows, or other openings.
● The staff members should keep themselves safe and if needed move to the bathroom or other

designated secure area.
● Once the tornado warning is lifted, the staff members can make announcement that the

warning is over, and that the evacuation is over.
● After the warning is lifted the facility is back to normal operations. Notify the Executive

Director.
● After a tornado passes, immediately begin a facility evacuation. Please be cautious of

damaged areas.
● Keep a log of the event to help you in completing an incident report form.

Employees Should:
If a tornado should impact the physical facility, staff will initiate actions to:

1.Render first aid to any faculty, staff, students, or visitors that may have
been injured.

2. Call 911 for any faculty, staff, students, or visitors that have suffered
more than minor injuries.

THEFT
When a theft occurs, it is important to determine the approximate value of the stolen property.
Depending upon the value of the stolen property, the Johnstown Police Department may need to be
contacted. A general rule of thumb is if the value is perceived to be over $50, it should be reported to
the police. When completing an incident report form to document the event, please get as much
information as possible concerning the theft. Include specifics, such as: location of the theft,
description, and value of all stolen articles, and addresses and phone numbers of all parties involved.

ARMED ROBBERY
In the event of an armed robbery, all the assets in the facility combined would not equal the safety of
a customer or staff member. Do not attempt to be a hero! The best thing you can do is to be a good
witness and take charge once the incident has ended.

● Immediately call 911
● If there is a robbery attempt do not be a hero-hand over the money.
● Immediately contact the Executive Director.
● Call other staff members for assistance.
● Lock the doors.
● Protect any evidence that may be valuable and direct another staff member to meet the police

as they arrive.
● Distribute pencils and paper to all witnesses so they can write down exactly what they saw.

Try and prevent them from discussing it with other customers.
● Fill out the Incident Report located in RED on the counter in the hallway.
● Please do not talk to any media personnel if they arrive.

PERSON WITH A WEAPON
● There are three choices to make: RUN, HIDE, FIGHT



● The choice you make depends on the area of the park you are located and where the situation
is taking place

● The main goal is to GET YOURSELF AND OTHERS OUT of the park and out of harm’s way.
● Take anyone with you (other staff and patrons). Once in a safe location call 911 and try to

stop any other staff members or patrons from entering the park.
● If possible, evacuate from either two exits.
● Remember to stay calm and work together!

BOMB THREAT
Bomb threats may be received by phone, mail, person-to-person, e-mail, etc.  In most cases,
however, the threat will be made by phone.

In the event of a bomb threat, the following guidelines are in effect:

● The person receiving the call should note the time, line on which received, sex of the caller,
and emotional state of the caller (calm, jovial, distraught, angry, etc.)

● Immediately call 911 and report that a bomb threat has been received and that the park is
being evacuated.

● Upon hanging up with 911, the Executive Director should be notified.
● Inform all people in the park that there is an emergency situation and that they need to leave,

meeting in the front parking lot.
● Encourage patrons/staff to remain calm and exit in an orderly fashion.
● All patrons and staff are to leave the park except the Executive Director and one other staff

person.
● The Executive Director and staff person will make a swift circuit of the park to ensure all

patrons have exited, then said staff will vacate after all patrons have cleared the park.
● The Executive Director will become the liaison with all 911 services.
● The facility will reopen when the Fire and Police Departments announce that it is safe.
● Staff may not leave unless directed to do so by the supervisor.

BUILDING EVACUATION
● Clear the concession area if there are any patrons around.
● Move from field to field, to verbally tell everyone to immediately vacate the park. The

recommended message is: “Attention, there is an emergency on the property. We are
asking everyone to please leave the park in a calm and orderly manner, using the nearest
exit, and meet in the parking lot on the west side of the facility.”

● Check for people with disabilities, children, or anyone appearing to need assistance, to see
if they need help leaving the park.  Assign a staff person or capable volunteer to
accompany such individuals until emergency personnel arrive, or transportation is provided
for them.

● Assign a staff or volunteer person to gather people in pre-designated areas outside of the
facility, out of the way of emergency vehicles and a safe distance of a minimum of 50
yards from site.

● Check fields, dugouts, restrooms, and offices on your way out of the park.  Close each door
after you have verified that a space is vacant.



● Stay with people outside the park until emergency personnel arrive.  Be aware of and
attend to physical needs of patrons and staff who may have left the building without
adequate clothing.  Do not let anyone other than emergency personnel enter the park.

● Confirm with people outside the park that all individuals who were with them in the park
are accounted for.  Do not let anyone leave without notification, make sure that minors are
only released to responsible guardians.  Staff must be able to account for all individuals
who were in the park.

● When emergency personnel arrive, indicate that you are the staff person in charge, and
follow their instructions.

● Use a nearby phone to contact the Executive Director.
● When you have emergency personnel approval, you may allow patrons and staff to

re-enter the facility.  You will need the Executive Director’s approval to resume activities for
the day.

● At the end of the incident please fill out an Incident Report Form.

PLUMBING PROBLEMS
● Notify your supervisor

MECHANICAL PROBLEMS
● Notify your supervisor

INFECTIOUS DISEASES
● We will follow closely to guidelines from local and state health agencies.



MAP OF NELSON BALL FIELDS



STICKER STADIUM
398 East South First Street, Johnstown, CO 80534

INJURY OR ILLNESS

IN CASE OF AN EMERGENCY AT STICKER STADIUM
● Contact the front desk and ask for immediate assistance
● Call 911 if needed
● Keep patrons away from the emergency situation
● Call parent or family member
● Complete the Incident Report Form located in the RED shed behind home plate
● Report the incident to the Executive Director

Employees Should:
Know the location of the nearest First Aid Kit.
Know the location of the nearest AED and how to use it.

FLOOD PROCEDURES
None of our facilities are considered in the flood zone.

FIRE EMERGENCY PROCEDURES
In the event of a fire, a safe and speedy response is of the utmost importance.  Employees need to
be prepared for all emergencies.  Please follow these guidelines in the event of a fire:

● Get everyone out of the park in the safest route.
● Call 911.  Give them your name, the facility name, the address, and state the problem.  If the

Executive Director is in the building, they should be notified of the situation immediately.
● Evacuate patrons to Sticker Stadium’s parking lot. Close doors and windows as you leave

rooms or areas of the building.
● If there is no danger to the employee, that employee must walk through the facility to make

sure the building is clear, checking all areas of the building.  Make sure all doors and windows
are closed.

● A TRPR employee should meet the Fire Department when they arrive so information can be
given.

● Contact the Executive Director
● Complete an incident report form as soon as possible.

Employees Should:
Know the location of alternative exits from all areas of the park.
Know the location of the nearest fire extinguisher and how to use it.

TORNADO WATCH/WARNING



● The supervisor will notify each department, including the Executive Director via cell phone.
● Once the tornado warning is lifted the staff members can make announcement that the

warning is over, and that the evacuation is over.
● After the warning is lifted the facility is back to normal operations. Notify the Executive

Director.
● After a tornado passes, immediately begin a facility evacuation. Please be cautious of

damaged areas.
● Keep a log of the event to help you in completing an incident report form.

Employees Should:
If a tornado should impact the physical facility, staff will initiate actions to:

1.Render first aid to any faculty, staff, students, or visitors that may have
been injured.

2. Call 911 for any faculty, staff, students, or visitors that have suffered
more than minor injuries.

THEFT
When a theft occurs, it is important to determine the approximate value of the stolen property.
Depending upon the value of the stolen property, the Johnstown Police Department may need to be
contacted. A general rule of thumb is if the value is perceived to be over $50, it should be reported to
the police. When completing an incident report form to document the event, please get as much
information as possible concerning the theft. Include specifics, such as: location of the theft,
description, and value of all stolen articles, and addresses and phone numbers of all parties involved.

ARMED ROBBERY
In the event of an armed robbery, all the assets in the facility combined would not equal the safety of
a customer or staff member. Do not attempt to be a hero! The best thing you can do is to be a good
witness and take charge once the incident has ended.

● Immediately call 911
● If there is a robbery attempt do not be a hero-hand over the money.
● Immediately contact the Executive Director.
● Call other staff members for assistance.
● Lock the doors.
● Protect any evidence that may be valuable and direct another staff member to meet the police

as they arrive.
● Distribute pencils and paper to all witnesses so they can write down exactly what they saw.

Try and prevent them from discussing it with other customers.
● Fill out the Incident Report located in RED binder in the shed behind home plate.
● Please do not talk to any media personnel if they arrive.

PERSON WITH A WEAPON
● There are three choices to make: RUN, HIDE, FIGHT
● The choice you make depends on the area of the park you are located and where the situation

is taking place
● The main goal is to GET YOURSELF AND OTHERS OUT of the park and out of harm’s way.



● Take anyone with you (other staff and patrons). Once in a safe location call 911 and try to
stop any other staff members or patrons from entering the park.

● If possible, evacuate to the only exit.
● Remember to stay calm and work together!

BOMB THREAT
Bomb threats may be received by phone, mail, person-to-person, e-mail, etc.  In most cases,
however, the threat will be made by phone.

In the event of a bomb threat, the following guidelines are in effect:

● The person receiving the call should note the time, line on which received, sex of the caller,
and emotional state of the caller (calm, jovial, distraught, angry, etc.)

● Immediately call 911 and report that a bomb threat has been received and that the park is
being evacuated.

● Upon hanging up with 911, the Executive Director should be notified.
● Inform all people in the park that there is an emergency situation and that they need to leave,

meeting in the front parking lot.
● Encourage patrons/staff to remain calm and exit in an orderly fashion.
● All patrons and staff are to leave the park except the Executive Director and one other staff

person.
● The Executive Director and staff person will make a swift circuit of the park to ensure all

patrons have exited, then said staff will vacate after all patrons have cleared the park.
● The Executive Director will become the liaison with all 911 services.
● The facility will reopen when the Fire and Police Departments announce that it is safe.
● Staff may not leave unless directed to do so by the supervisor.

BUILDING EVACUATION
● Clear the park if there are any patrons around.
● Move from room to room, starting with occupied rooms, to verbally tell everyone to

immediately vacate the building.  The recommended message is: “Attention, there is an
emergency on the property. We are asking everyone to please leave the park in a calm and
orderly manner, using the nearest exit, and meet in the parking lot in front of the park.”

● Check for people with disabilities, children, or anyone appearing to need assistance, to see
if they need help leaving the park.  Assign a staff person or capable volunteer to
accompany such individuals until emergency personnel arrive, or transportation is provided
for them.

● Assign a staff or volunteer person to gather people in pre-designated areas outside of the
park, out of the way of emergency vehicles and a safe distance of a minimum of 50 yards
from site.

● Stay with people outside the park until emergency personnel arrive.  Be aware of and
attend to physical needs of patrons and staff who may have left the building without
adequate clothing.  Do not let anyone other than emergency personnel enter the park.

● Confirm with people outside the building that all individuals who were with them in the
facility are accounted for. Do not let anyone leave without notification, make sure that
minors are only released to responsible guardians. Staff must be able to account for all
individuals who were in the park.



● When emergency personnel arrive, indicate that you are the staff person in charge, and
follow their instructions.

● Use a nearby phone to contact the Executive Director.
● When you have emergency personnel approval, you may allow patrons and staff to

re-enter the park.  You will need the Executive Director’s approval to resume activities for
the day.

● At the end of the incident please fill out an Incident Report Form.

PLUMBING PROBLEMS
● Notify your supervisor

MECHANICAL PROBLEMS
● Notify your supervisor

INFECTIOUS DISEASES
● We will follow closely to guidelines from local and state health agencies.



MAP OF STICKER STADIUM



MILLIKEN WATERWORKS POOL
112 South Centennial Drive, Milliken, CO 80543

INJURY OR ILLNESS

IN CASE OF AN EMERGENCY AT THE MILLIKEN POOL
● Contact the front desk and ask for immediate assistance
● Call 911 if needed
● Keep patrons away from the emergency situation
● Call parent or family member
● Complete the Incident Report Form located in the RED binder at the front desk
● Report the incident to the Executive Director

Employees Should:
Know the location of the nearest First Aid Kit.
Know the location of the nearest AED and how to use it.

FLOOD PROCEDURES
None of our facilities are considered in the flood zone.

FIRE & CHEMICAL EMERGENCY PROCEDURES
In the event of a fire or chemical emergency, a safe and speedy response is of the utmost
importance.  Employees need to be prepared for all emergencies.  Please follow these guidelines in
the event of a fire:

● Evacuate patrons to the north east lawn of the pool. Close doors and windows as you leave
rooms or areas of the building.

● Call 911.  Give them your name, the facility name, the address, and state the problem.  If the
Executive Director is in the building, they should be notified of the situation immediately.

● If there is no danger to the staff, that staff member must walk through the facility to make
sure the building is clear, checking all areas of the building.  Make sure all doors and windows
are closed.

● A TRPR employee should meet the Fire Department when they arrive so information can be
given.

● Contact the Executive Director
● Complete an incident report form as soon as possible.
● Conduct a staff briefing

Please follow these guidelines in the event of a chemical emergency:
● Evacuate patrons to the lobby.
● Call 911.  Give them your name, the facility name, the address, and state the problem.  If the

Executive Director is in the building, they should be notified of the situation immediately.
● Contact the Executive Director
● Complete an incident report form as soon as possible.
● Conduct a staff briefing

Employees Should:



Know the location of alternative exits from all areas of the building.
Know the location of the nearest fire extinguisher and how to use it.

WEATHER EMERGENCY
● Lifeguard is alerted: 3 whistles to clear the pool/ building
● Staff and patrons will evacuate to the Men and Women’s bathrooms.
● Maintain crowd control and monitor the situation
● Take attendance.
● Make sure no one is stationed near doors, windows, or other openings.
● At least two staff members must stay in the lobby area to monitor the status of the weather

warning and to make sure the building is safe from damages. In large print the front office
should put “Severe Weather” on the sign-in sheet and if patrons choose to leave, they must
sign it.

● The staff members’ monitoring the lobby should keep themselves safe and if needed move to
the bathroom or other designated secure area

● Once the warning is lifted the staff members can make announcement that the warning is
over, and that the evacuation is over.

● After the warning is lifted the building is back to normal operations. Take down the sign on the
door and notify the Executive Director.

● After a tornado passes, immediately begin a building evacuation. Please be cautious of
damaged areas.

● Keep a log of the event to help you in completing an incident report form.
● Conduct a staff briefing.

Employees Should:
If a tornado should impact the physical facility, staff will initiate actions to:

1.Render first aid to any faculty, staff, students, or visitors that may have
been injured.

2. Call 911 for any faculty, staff, students, or visitors that have suffered
more than minor injuries.

DROWNING EMERGENCY
● Give 3 whistles and clear the pool
● Assess the scene
● Secure additional assistance by calling 911
● Lifeguard enters the water

Please follow the guidelines if the swimmer is distressed:
● Assist to safety
● Administer first-aid as needed
● Complete an incident report form as soon as possible

Please follow the guidelines if the swimmer is drowning:
● Appropriate rescue and tow
● Have bystanders call 911
● Administer CPR & First Aid as needed
● Meet ambulance and give them all the appropriate information



● EMS will determine appropriate treatment and transportation
● Contact the Executive Director
● Complete an incident report form as soon as possible

SPINAL INJURY MANAGEMENT
● Give 3 whistles and clear the pool
● Assess the scene
● Secure additional assistance by calling 911
● Bring backboard to primary rescuer
● Enter the water
● Provide in-line stabilization
● Secure the victim on the backboard and remove from the water
● Check ABC’s and monitor until EMS arrives
● Contact the Executive Director
● Complete an incident report form as soon as possible

THEFT
When a theft occurs, it is important to determine the approximate value of the stolen property.
Depending upon the value of the stolen property, the Milliken Police Department may need to be
contacted. A general rule of thumb is if the value is perceived to be over $50, it should be reported to
the police. When completing an incident report form to document the event, please get as much
information as possible concerning the theft. Include specifics, such as: location of the theft,
description, and value of all stolen articles, and addresses and phone numbers of all parties involved.

ARMED ROBBERY
In the event of an armed robbery, all the assets in the facility combined would not equal the safety of
a customer or staff member. Do not attempt to be a hero! The best thing you can do is to be a good
witness and take charge once the incident has ended.

● Immediately call 911
● If there is a robbery attempt do not be a hero-hand over the money.
● Immediately contact the Executive Director.
● Call other staff members for assistance.
● Lock the doors.
● Protect any evidence that may be valuable and direct another staff member to meet the police

as they arrive.
● Distribute pencils and paper to all witnesses so they can write down exactly what they saw.

Try and prevent them from discussing it with other customers.
● Fill out the Incident Report located in RED binder at the front desk.
● Please do not talk to any media personnel if they arrive.

PERSON WITH A WEAPON
● There are three choices to make: RUN, HIDE, FIGHT
● The choice you make depends on the area of the building you are located and where the

situation is taking place



● The main goal is to GET YOURSELF AND OTHERS OUT of the building and out of harm’s way.
● Take anyone with you (other staff and patrons). Once in a safe location call 911 and try to

stop any other staff members or patrons from entering the facility.
● If possible, evacuate out to any of the three main EXITS.
● Remember to stay calm and work together!

BOMB THREAT
Bomb threats may be received by phone, mail, person-to-person, e-mail, etc.  In most cases,
however, the threat will be made by phone.

In the event of a bomb threat, the following guidelines are in effect:

● The person receiving the call should note the time, line on which received, sex of the caller,
and emotional state of the caller (calm, jovial, distraught, angry, etc.)

● Immediately call 911 and report that a bomb threat has been received and that the building is
being evacuated.

● Upon hanging up with 911, the Executive Director should be notified.
● Inform all people in the building that there is an emergency situation and that they need to

leave, meeting in the front parking lot.
● Encourage patrons/staff to remain calm and exit in an orderly fashion.
● All patrons and staff are to leave the building except the Executive Director and one other staff

person.
● The Executive Director and staff person will make a swift circuit of the building to ensure all

patrons have exited, then said staff will vacate after all patrons have cleared the building.
● The Executive Director will become the liaison with all 911 services.
● The facility will reopen when the Fire and Police Departments announce that it is safe.
● Staff may not leave unless directed to do so by the supervisor.

BUILDING EVACUATION
● Clear the front lobby if there are any patrons around.
● Move from room to room, starting with occupied rooms, to verbally tell everyone to

immediately vacate the building.  The recommended message is:
● “Attention, there is an emergency in the building. We are asking everyone to please leave

the building in a calm and orderly manner, using the nearest exit, and meet in the parking
lot in front of the building.”

● Check for people with disabilities, children, or anyone appearing to need assistance, to see
if they need help leaving the building.  Assign a staff person or capable volunteer to
accompany such individuals until emergency personnel arrive, or transportation is provided
for them.

● Assign a staff or volunteer person to gather people in pre-designated areas outside of the
facility, out of the way of emergency vehicles and a safe distance of a minimum of 50
yards from site.

● Check community rooms, cardio room, North and South Gym, and all offices on your way
out of the building.  Close each door after you have verified that a space is vacant.



● Stay with people outside the building until emergency personnel arrive.  Be aware of and
attend to physical needs of patrons and staff who may have left the building without
adequate clothing.  Do not let anyone other than emergency personnel enter the facility.

● Confirm with people outside the building that all individuals who were with them in the
facility are accounted for.  Do not let anyone leave without notification, make sure that
minors are only released to responsible guardians. Staff must be able to account for all
individuals who were in the facility.

● When emergency personnel arrive, indicate that you are the staff person in charge, and
follow their instructions.

● Use a nearby phone to contact the Executive Director.
● When you have emergency personnel approval, you may allow patrons and staff to

re-enter the facility.  You will need the Executive Director’s approval to resume activities for
the day.

● At the end of the incident please fill out an Incident Report Form.

PLUMBING PROBLEMS
● Notify your supervisor

MECHANICAL PROBLEMS
● Notify your supervisor

INFECTIOUS DISEASES
● We will follow closely to guidelines from local and state health agencies.



MAP OF MILLIKEN WATERWORKS POOL



APPENDIX 1A: INCIDENT REPORT





APPENDIX 1B: BOMB THREAT CHECKLIST
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