
Emergency Action Plans for 
Community Center, Ice Arena & 

SandVenture Aquatic Park



Tornado or Severe Thunderstorm 

Location Designated Safe Zone

Community Center Downstairs locker rooms, gym hallway

Ice Arena Player locker rooms

SandVenture Aquatic Park Locker room

• Level: WATCH
• Bring all staff and patrons inside
• Monitor all alert systems and inform everyone of any changes or emergencies 

• Level: WARNING
• Move everyone to designated safe zone and remain there until warning expires or 

public safety personnel have issued an all clear
• Instructors must remain with participants



Tornado or Severe Thunderstorm continued 

• Stay in communication with your supervisor during any inclement weather event 

• After the Storm:
• Evacuate any damages areas cautiously
• Call 911 if necessary
• Report and injuries
• Assist in any first aid in your area
• Continue to monitor emergency alert systems for additional inclement weather



Fire 
Location Designated Safe Zone

Community Center Skate Park

Ice Arena Skate Park

SandVenture Aquatic Park Log Cabin

• Emergency Action Steps
• Sound the alarm and call 911
• Evacuate your area and lead participants/patrons to safe zone
• Administer first aid if necessary
• Follow public safety instructions
• Notify your direct supervisor
• Collect all details and complete an Incident Report Form 



Assault / Fights  
Assault is when someone tries to hurt another person or makes them afraid that they’re 
about to be hurt right away.

• Emergency Action Steps
• Call 911 immediately
• If staff feel safe, intervene safely and use necessary physical measures to stop the 

assault
• Provide first aid
• Have a staff member meet emergency responders and bring them to the scene
• Notify your supervisor
• All communication will be handled by the Communications Manager and 
     Parks & Recreation Director 



Active Threats
An active threat is when someone is putting people in immediate danger by trying to 
cause harm, often with a weapon. This can mean an active shooter, a bombing, a 
stabbing, or any situation where people could be seriously hurt or killed right away.

• Emergency Action Steps
• Run, Hide or Fight

• Run: if safe to do so, evacuate quickly and safely
• Hide: secure a safe hiding place (thick walls and minimal windows if 

available)
• Fight: As a last resort- attempt to disrupt or incapacitate the threat

• Call 911 or press panic button if available
• Evacuate or secure participants- get everyone low, away from windows and 

lock/barricade the door, turn off the lights
• Provide first aid
• Stay in secure area until you receive further instructions from safety personnel



Missing Persons
• Emergency Action Steps

• Gather Information: 
• Ask reporting party for missing person’s name, age, height and what they were 

last wearing
• Gather Details on Last Seen: 

• Where were they last seen and how long have they been gone
• Make a Staff Notification: 

• Communicate via walkie talkie
• Make a Public Announcement:

•  Make announcement over P.A. system:
“Attention guests, we are looking for (name) and they are ___ years old. They 
are wearing _______ , is about _______ tall and was last seen _______ . Please 
search the areas around you. Any able-bodied patrons please come meet staff 
at _______ to help search.”



Missing Persons continued

• Level 2: Person Missing for More than 10 Minutes
• In addition to steps in Level 1:

• Call 911 – provide descriptive details of missing person
• Follow instructions from public safety personnel 

• Level 1: Person Missing for Less than 10 Minutes
• All staff should be notified of the missing persons name and description
• Begin search for missing individual

• Lockdown all entrances and exits
• Mobilize building staff to search all public areas



Bomb Threat

• Phone call recipient:
• Do not panic and take the call seriously
• Keep the caller on the phone as long as possible
• Signal someone nearby to call 911 and follow their instruction

A bomb threat is a warning or claim that an explosive device has been placed in a 
location and could detonate, posing an immediate risk of harm or destruction. Every 
bomb threat should be treated as credible until proven otherwise. 

• Letter recipient: 
• Upon receiving the threat letter, minimize the number of people who 

encounter the letter, keeping it where it was found
• Call or have someone call 911 and follow their instruction
• Remove anyone not involved out of the area
• Remain calm until emergency personnel have arrived 



Medical Emergency
A medical emergency can include allergic reaction, asthma attack, cardiac arrest, 
respiratory distress, severe bleeding, sprain, broken bone, etc. 

• Emergency Action Steps

1. Rapid Assessment: Determine life threatening conditions
• Check individual for consciousness, breathing, pulse and severe bleeding.
• Call 911 and direct them to nearest entrance using door numbers if possible
• Provide care as you are trained
• Have one staff member meet EMS and bring them to the emergency
• Remove/control the crowd



Medical Emergency continued
2.     Secondary Assessment: Determine non-life-threatening conditions

• Signs and Symptoms: what are the symptoms that the person is experiencing?
• Allergies: do they have any allergies to be aware of?
• Medication: are they taking any medications?
• Past Medical History: is there any medical history that might be related to the symptoms?
• Last Oral Intake: when was the last time they had something to eat or drink?
• Events Leading Up to the Incident: what was the person doing when the injury or illness 

occurred?

3.     After Action 
• Obtain information about the events leading up to the emergency for Injury Report
• Fill out Injury Report and communicate to supervisor when safe to do so
• If the person receiving medical care is a staff person, a First Report of Injury and Supervisor 

Report of Injury must be completed by a supervisor and submitted to HR 



Power Outage
• Emergency Action Steps

• Call Shakopee Public Utilities (SPU) to notify them of the outage and the approximate 
length of the outage
• SPU : 952-445-1988

• Pool and Ice Arena should be cleared immediately following a power outage
• Closure of other facility amenities will be determined by the Recreation Facilities 

Manager based on length of outage, outside temperature and available lighting
• Any full facility closures must be approved by the Parks and Recreation Director

• If outage is estimated to be over 1 hour, contact:
• Recreation Facilities Manager for Ice Arena and Community Center
• Aquatics Supervisor for SandVenture Aquatic Park

• Consult Maintenance Manager when power is back on to ensure all systems are safe and 
ready for public use



On Site Chemical Accident 
• Emergency Action Steps

• Determine the name of the chemical, where it is located and whether it is spreading 
rapidly

• Follow directions on SDS documents for more information regarding the chemicals
• SDS sheets can be accessed online by scanning the QR codes located near all 

chemical storage sites or via the SDS online shortcut on all City computers
• Or accessed online at:
chemmanagement.ehs.com/9/5c63981f-421a-4ed2-a430-c1673899ab20/ebinder

• Call 911 for fire response – specify if it is a hazmat situation
• Do no attempt to clean or remove spill unless trained to do so
• Secure area, close doors, relocate people involved to isolated area and relocate patrons 

not affected to a safe area upwind of the accident
• Instructors must stay with patrons in their program, and all youth can only be released by 

their instructor 



Media / Communication Procedures

• All media calls, contacts and questions should be directed to the Communications 
Manager or Parks & Recreation Director

• Do not share any information with the media
• Do not say “No comment”
• Instead say “I have no information to share at this time, please contact our 

Communications Manager” 



In Conclusion
• When in doubt in any emergency, call 911
• Contact your supervisor for assistance in all emergencies if able
• Know your location (first question asked by dispatch)

• Shakopee Community Center and Ice Arena: 1255 Fuller St South
• SandVenture Aquatic Park: 1101 Adams St South
• Log Cabin: 1099 Adams St South



In Conclusion
• Know where supplies are kept

• First Aid kits (band-aids, gauze, ice packs, biohazard bags, etc.)
• Wall mounted kits: behind the front desk, in the ice arena office, and in the lifeguard 

office
• First aid backpacks: behind the front desk, in the downstairs cycle studio, and in the 

parks and recreation office by the printer
• AED locations 

• On walking track
• In hallway to fitness area
• Across from the gym doors by the old locker rooms 
• On the pool deck
• Ice arena lobby 
• Ice arena – upstairs rink 1 (bleacher area) 
• SandVenture staff area outside manager office 

• Nearest walkie talkie
• Nearest phone



General Security



Access to City Facilities
PUBLIC ACCESS
• City recreation facilities are open to the public during established operating hours. Patrons are 

welcome to use designated public areas such as fitness spaces, lobbies, community rooms, and other 
program areas consistent with posted hours, facility rules, and membership or rental requirements. 
Outside of open hours, access is restricted to authorized staff or individuals participating in approved 
programs or rentals.

RESTRICTED ACCESS
• Certain spaces within City facilities are designated as staff-only or restricted access for safety, privacy, 

or operational reasons. These areas include administrative offices, mechanical rooms, storage areas, 
cash-handling locations, staff break rooms, and technology or maintenance spaces. Entry into these 
areas is limited to authorized personnel with the exceptions of emergencies.

REMOVAL OF ACCESS
• All individuals are expected to follow the behavioral expectations while in City recreation facilities or 

attending programs or events. Behavior that is disruptive, threatening, harassing, or unsafe may result 
in immediate removal from the facility and temporary or permanent suspension or trespass. 

• Staff should reference the Disciplinary Action and Suspensions Standard Operating Procedure for 
additional steps on removing access. 







Weapons and Firearms

City recreation facilities are intended to be safe, family-friendly 
environments. In accordance with Minnesota Statutes §§ 624.714, 
individuals with a valid permit to carry may lawfully possess a 
handgun either openly or concealed in most public places, 
including City-owned recreation facilities. The City cannot prohibit 
lawful permit holders from carrying weapons; however, staff may 
contact law enforcement if a weapon is displayed in a manner that 
causes alarm, is handled unsafely, or violates facility conduct 
expectations. 



Weapons and Firearms cont. 

INCIDENT RESPONSE
If a firearm or weapon is observed or reported:
• Remain calm and do not approach the individual unless there is an 

immediate safety threat.
• Notify an onsite supervisor of the weapon.
• Contact local law enforcement if

• The individual appears threatening
• The individual is handling the weapon unsafely
• The individual is believed to be carrying unlawfully

• Document the incident, including date, time, description, and any 
actions taken.



Access Badges

• All employees, council members, contractors, interns, and authorized 
visitors are required to use City-issued security badges for facility 
access. Badges are assigned by IT following HR verification and are 
limited to specific areas and times necessary for each role.
• Replacement: Lost or Damaged badges are replaced by the IT department 

through submitting a help ticket. 
• Access Control: Badge access and schedules are role-based and are limited to 

typical work times.  Time adjustments are at the request of the manager and are 
only approved when there is a demonstrated need. Badge activity is recorded 
and may be audited.

• Termination/Separation: Badges must be returned on the employee’s last day. 
IT deactivates access upon separation or role change.

• Enforcement: Misuse or unauthorized access may result in disciplinary action, 
up to termination.
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Discipline Policy



CODE OF CONDUCT:

All guests, participants and members of the Shakopee Parks and 
Recreation facilities are expected to exhibit appropriate behavior 
while participating, spectating or attending any program or activity 
in or on City Property. The following guidelines are designed to 
provide safe and enjoyable activities for all participants: 

• Show respect to all participants and all facility staff 
• Take directions from facility supervisors and staff 
• Always use respectful and appropriate language 
• Promote a safe environment by treating yourself and others with care and 

respect 
• Take care of equipment, supplies and facilities to ensure a positive 

experience for everyone 



ZERO TOLERANCE POLICY: 

The respect and safety of our guests and staff is required by all 
facility users.  Shakopee Parks and Recreation will not tolerate 
certain behavior, and such behavior will result in suspension or 
trespass from the facility. The Parks and Recreation staff shall have 
sole discretion of what constitutes negative conduct or behavior 
covered by this policy. The Shakopee Parks and Recreation staff will 
involve the Shakopee Police, when necessary, to enforce this policy. 



Level of Offense Behavior Categories Disciplinary Action 

Level 1 

• Swearing or inappropriate discussion 

topics 

• Disrespecting staff, property, or amenity 

specific rules 

• Violating amenity age requirements 

• Gathering or loitering in egress points 

or walkways 

• Verbal warning 

• One Day Suspension 

• Two Week Suspension 

• Criminal Trespass for one year 

Level 2 

• Theft of Services 

• Rough housing 

• Disruptive behavior 

• Alcohol, cannabis, tobacco or nicotine 

use in/on City property 

• Inappropriate behavior 

• One Day Suspension 

• One Month Suspension 

• Criminal Trespass for one year 

Level 3 

• Threatening or harassment or 

Intimidation 

• Fighting or physical altercations 

• Theft of property 

• Vandalism 

• Destruction of property 

• Underage alcohol use in/on City 

property 

• Illicit drug use in/on City property 

For all criminal offenses, facility 

staff will involve the Shakopee 

Police Department. 

 



STAFF RESPONSIBILITIES
• Observation & Enforcement

• When inappropriate behavior occurs, frontline staff should immediately 
take action to address the situation. It is the responsibility of ALL Parks 
and Recreation staff to enforce facility rules

• Reference the Disciplinary Action Chart (above) to determine the proper 
response level and corresponding disciplinary action. 

• Before issuing a suspension, check the Quick Reference Binder to 
determine if the individual has prior documented offenses. 

• Progressive Discipline & Issuing Suspensions
• If a suspension is warranted, frontline staff must immediately contact the 

Building Supervisor or Aquatic Manager to take over the situation.
• The Supervisor or Manager will assess the situation, confirm the 

appropriate disciplinary level, and proceed with issuing the suspension.



Suspension Procedures: 

• Communicate Clearly: Calmly inform the individual of the reason 
for the suspension and its length. This conversation should be 
respectful, direct, and focused on behavior. Try to leave emotions 
or frustrations out of it! 

• Provide Written Notice: Complete a Suspension Notice.  Review 
the form with the suspended individual and provide them with a 
copy. 

• Document the Incident: File the original notice in the Quick 
Reference Guide and complete the incident form.



Trespass Procedures: 

• If a criminal trespass is warranted, contact the Shakopee Police 
Department to issue the trespass notice on behalf of the facility.  
As soon as it is safe and prudent to do so, notify the Facility 
Manager via phone call. Document the incident fully using the 
Incident/Accident Form, including the responding officers name 
and case number, if applicable. 



Communication and Follow Up
• If the individual is a member, the Facility Manager will send a copy of 

the suspension notice to the email on file. 

• Facility Managers should follow up with the parents/guardian after the 
second offense on the next business day. Note of the parent contact or 
attempt at parent contact should be added to the CivicRec account. 

• Depending on the situation, facility managers may choose to develop a 
Facility Usage Plan to encourage behavior improvement and second 
chances.  This plan may shorten or alter a suspension notice if the 
individual acknowledges responsibility for the behavior and 
demonstrates remorse and willingness to take steps to rectify the 
situation.  The decision to issue or modify a Facility Usage Plan is at the 
sole discretion of the Facility Manager, is not guaranteed, and is 
based on the unique circumstances of each case.
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