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10. Emergency Procedures 
Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

Purpose  

To provide clear, consistent guidance for staff responding to emergencies at Shakopee Parks & 
Recreation facilities. This SOP ensures the safety of staff, patrons, and participants while maintaining 
proper communication and accountability during incidents. 

Key Terms  

 Lockdown : Secure interior spaces during a threat inside the facility. Restrict movement and 
follow official guidance. 

 Lockout:  Secure exterior doors when a threat exists outside; normal activities continue inside.  
Do not allow entry or exit until the “all clear” is issued. 

 Shelter in Place : Remain indoors in a secure area during environmental or hazardous threats. 
 Reunification Point : Designated location for reuniting participants with guardian’s post-

emergency. 
 Safe Zone:  Pre-determined area away from hazards for temporary refuge during emergencies. 

General Responsibilities 

 Staff:  Ensure participant safety, follow emergency procedures, communicate with supervisors, 
provide first aid, and document incidents. 

 Supervisors:  Maintain communication with staff, coordinate response, and approve 
participant release. 

 Media:  All inquiries are directed to the Communications Manager or Parks & Recreation 
Director. Staff should respond: “I have no information to share at this time; please contact our 
communications manager.” 

Emergency Communication & Notification: 

 Incidents requiring closure >1 hour: Notify Recreation Facilities Manager / Aquatics Supervisor. 
 EMS or Police involvement: Notify Recreation Facilities Manager when emergency has 

concluded. 
 Full facility closures: Must be approved by the Parks & Recreation Director. 

Severe Weather / Tornado 

Location  Designated Safe Zone  
Community Center  Downstairs locker rooms, gym hallway  
Ice Arena  Player locker rooms  
Sand Venture Aquatic Park  Log Cabin Basement  



31 
 

 Review trip expectations and behavior guidelines with participants before leaving. 

Documentation & Accountability 

 Collect permission slips, if required by vendor (youth) or trip registrations (seniors) prior to the 
trip. 

 Ensure compliance with City financial policies: 
o Per Diem : Staff meals may be reimbursed if not included in the trip 
o Gratuity: Reasonable tips (15–20%) for drivers or guides are permitted with 

documentation. 
o P-Card:  May be used for approved expenses (admissions, meals, gratuities) with 

itemized receipts; personal purchases strictly prohibited. 
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9. Trips: Senior & Camps  
Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

This establishes consistent standards for planning and managing field trips for youth and senior 
programs. It ensures participant safety, staff accountability, and compliance with city procedures. 

Staff Conduct 

 Field trips are designed for the benefit of participants, and staff are expected to remain fully 
engaged and professional throughout the outing. 

 Staff must actively supervise and are solely responsible for participant behavior from check-in 
until return. 

 Applicable rules and expectations for each attraction must be reviewed with participants 
before arrival. 

 Staff should not treat the trip as personal recreation; their role is to work, not participate. 
 City of Shakopee identification (staff shirts, badges, or other approved attire) must be worn for 

visibility and accountability. 
 Professional conduct, respectful communication, and attentiveness to participant needs are 

required at all times. 

Travel Procedures 

 City vehicles should be used when available. If not, an approved vendor or charter service may 
be contracted. 

 All drivers must be authorized by the City (Acknowledgment of Driving Policies and 
Procedures for Parks & Recreation Department Employees) and meet applicable licensing and 
training requirements.  

 Departure and return times must be clearly communicated to participants and caregivers in 
advance. 

 Staff must carry participant rosters, emergency contact information, medical/allergy notes, 
first aid supplies, and a cell phone. 

Best Practices 

 Staff Supervision: 
o Youth: 1 staff per 10 youth 
o Seniors : Trips with 40+ seniors require 2 staff 

 Depending on accessibility needs of the participants, additional staff may be 
requested 

 Volunteers may be used to replace staff when approved by Recreation 
Manager. 

 Conduct head counts at all major points (departure, arrival, departure from venue, return). 
 Establish a meeting location at the field trip location in case of separation or lost participants. 
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1. 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!  

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

3. 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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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:  


