
Park District 

EMERGENCY PLAN 

 

Issue 02/27/15 

Revision: 3  Page 1 of 11 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Park District  

 EMERGENCY PLAN  

1776 E Washington St POD 400 

Urbana, IL 



Park District 

EMERGENCY PLAN 

 

Issue 02/27/15 

Revision: 3  Page 2 of 11 
 

 

 

  

 

Facility Emergency Personnel 

Park District   
POD 400 

 

Position Area of 

Responsibility 

Name 

Emergency 

Warden(s) 

  

Primary  Andy Rousseau 

Alternate Kyle Mills 

   

Assembly Area Assembly Area 400 

   

Tornado Shelter LOCKER ROOMS 

 

After-Hours Contacts 

Department Park District  

Name/Title Primary Contact  

Number 

Alternate Contact Number 

Andy Rousseau 217-972-2033  

Kyle Mills 217-870-0160  

Greg Cales 217-722-2649  
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LOCAL AREA EMERGENCY PROCEDURES 

 
 

 

EMERGENCY PROCEDURES 

A. Fire: 

 

1. Person discovering the fire: 

 

Pull the fire alarm. 

 

Evacuate the area. 

 

From a safe area Dial 911, state: 

 

“This is (your name) at Park District, Brookens Center 1776 East 

Washington POD 400. There is a FIRE” Provide additional details as 

requested by the METCAD. 

 

2. Emergency Wardens hearing the alarm will begin to sweep their 

designated area, ensuring all personnel are notified and begin exiting the 

building. 

 

3. Meet at assembly point located at Assembly Area 400. Ensure all staff 

members are accounted for within your office location. 

 

4. In the event of inclement weather (life threatening-severe cold/heat, 

lightning). You will be provided instructions on where to go when 

released by the Incident Commander.  

 

5. Physical Plant will collect and report personnel status and details of the 

incident to the Incident Commander (responder with the white shirt 

near the SUV); Maintains contact with department wardens personnel and 

provides additional information to IC as needed. 

 

6. IC will provide additional instructions. 

 

B. Need for Law Enforcement Intervention: 

 

Any situation in which an employee becomes uncomfortable or concerned 

about the behavior of a member of the public: 

 

Without arousing the citizens suspicion or increasing the tension level 

 

1. Locate the nearest PANIC ALARM and depress the button. 
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2. Continue to engage the person in POLITE, NON CONFRONTATION 

conversation. 

 

 

3. Sheriff Office personnel will arrive shortly and take charge of the 

situation. 

 

C. Explosion: 

 

1. Person discovering the situation. 

 

Evacuate the area by the quickest/safest route possible. 

 

From a safe location Dial 911, state: 

 

“This is (your name) at Park District, Brookens Center 1776 East 

Washington POD 400.  There has been an EXPLOSION.” 

 

 Provide additional details as requested by METCAD. 

 

2. Emergency Wardens on hearing the explosion begin evacuation/sweeping 

the area. 

 

3. Meet at designated assembly point Assembly Area 400. 

 

4. In the event of inclement weather (life threatening-severe cold/heat, 

lightning). You will be provided instructions on where to go when 

released by the Incident Commander.  

 

5. Physical Plant will collect and report personnel status and details of the 

incident to the Incident Commander (responder with the white shirt 

near the SUV); Maintains contact with department wardens personnel and 

provides additional information to IC as needed. 

 

6. Div/Sec management retains control of facility personnel and provides 

additional information to IC as needed. 

 

7. IC will provide additional instructions. 

 

D. Personal Injury Requiring Medical Attention 

 

1. Person discovering the injury. 

 

Dial 911, state: 
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“This is (your name) at Park District, Brookens Center 1776 East 

Washington POD 400. There is (fill in with number) INJURIED 

person(s). 

 

Injury appears to be (describe what you are seeing).” 

 

 Provide additional details as requested by METCAD. 

 

2. Have someone go to the main entrance of the facility to await and guide 

the EMS personnel to the victim. 

 

3. Advise the Emergency Warden of the situation, to contact the janitorial 

staff if the victim is unable to clean up and dispose of the bodily fluids. 

 

E. Tornado Warning 

 

On receipt of a Tornado Warning from the National Weather Service Radio: 

 

Emergency Warden must advise personnel to: 

 

Move immediately to the designated shelter Locker and washrooms. 

 

Sweep the area ensuring all personnel have been notified and are moving 

to shelter. 

 

Remain in the shelter for at least 30 minutes; listen to commercial radio or 

National Weather Service announcements for further details. 

 

F. Suspicious Letter/Package (General population) 

 

1) If a letter or package is suspected of being a bomb: 

 

a. DO NOT TOUCH OR DISTURB THE OBJECT. 

 

b. EVACUATE PERSONNEL FROM THE IMMEDIATE AREA 

AND RESTRICT ACCESS. 

 

c. Contact the METCAD by dialing 911. 

And state “This is (Your name) at Park District , Brookens Center 

1776 E Washington POD 400 Urbana, Il we have a 

SUSPICIOUS PACKAGE and require assistance.”  

  

 Provide additional details as requested by METCAD. 
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The Incident Commander shall notify a bomb disposal unit to 

respond if a suspicious letter/package is deemed to be a bomb and 

direct the necessary evacuation of the area. 

 

2) Receipt of a Bomb Threat  

 

a. If a threat is received by fax or mail, the recipient shall preserve 

the document, minimize handling, and notify the METCAD by 

dialing ext. 911. 

 

b. If the threat is received directly by phone, recipient shall use the 

Bomb Threat Checklist form and gather the necessary information.   

 

c. The recipient shall not interrupt the caller except to ask the 

questions listed on the Bomb Threat Checklist. 

 

d. Have a co-worker contact the METCAD of the nature of this call 

and the number on which the threat is being received. 

 

e. If the threat is not actually a bomb threat but of a threatening 

nature, the questions can be paraphrased to gather the intended 

information. 

 

f. As soon as the basic information is gathered, and if provisions of 

2.d were not executed, contact the METCAD at ext. 911 and 

provide the necessary information. 

 

g. If upon instruction from the Incident Commander, if an evacuation 

of the area is required.  Employees are requested, as they evacuate 

to take note of any suspicious item or item out of place and to 

identify any suspicious item or items out of place and report the 

same to the Incident Commander via the Emergency Warden. 

 

h. Wait in the designated assembly area for further instructions. 

 

G. Response to Workplace Violence 

 

 (Workplace Violence is any event which is perceived to be beyond normal 

conduct and has the potential for escalating into a more serious or potentially 

violent incident or has resulted in a demonstration of violence.) 

 

1. Person discovering situation, if safe and from an unobserved location 

 

-Call 911 and state: 

“This is (your name) at Park District, Brookens Center 1776 East 

Washington POD 400. There has been a (describe situation). Provide 
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additional details as requested by the METCAD. 

 

 Your location and the number of people involved 

 Number of offenders 

 Offender(s) location 

 Description of the Offender(s) 

 Type of weapon(s) involved 

 

Follow the instructions of the Operator and remain out of view. 

 

2. Provide statement to Law Enforcement once the incident has been 

resolved. 

 

VIOLENT ACTS 

 
Any event observed in which violence is being used to resolve the issue, whether through the 

destruction of property, physical assault, armed assault, threatening to assault, the greater the 

violence the more IMMEDIATE RESPONSE will be required of personnel in and near the 

immediate area. 

This portion needs to be taught to and understood by the employees rather than just words 

appearing in a document. 

 

 

NOTE 
Personnel not in the immediate area KEEP OUT and AWAY. 

 

Do Not Call 911 to INQUIRE about the situation. 

 

This action can be delaying crucial information-lives are at risk! 

 

From law enforcement agencies across the nation the following recommendations 

are made when placed into a violent situation: 

 

 Evacuate the area by the quickest means possible and get distance and 

object between you and where you just left. 

 Locate and lock yourself into any sort of office, closet or storage room. 

 Barricade doors, turn off lights and make the location appear unoccupied. 

 Hide in, under or behind desks, appliances and large fixtures. 

 Make yourself as small as possible and try to remain calm 

 As a last resort, and only when you life is in imminent danger take action 

against the shooter: 

 Acting aggressively as possible against 

 Throwing items and improvising weapons 

 Yelling 

 Committing to your actions 

 If you feel it is safe, call 911 and provide information. 

 If unsure of the situation, turn OFF the phone, iPad or other devices that 
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may ring. 

 Remember help is on the way. 

 

Events of this sort will feel like a lifetime, be patient, wait and listen for 

specific instructions from the Law Enforcement authorities entering the 

area. 

 

Do NOT assume it is safe-wait for the official word. 

 

This is an extremely confusing time for everyone; Law Enforcement needs 

to be absolutely sure of who is who.  Do exactly as you are told. 

 

H. Incident Termination 

 

  All employees are reminded that the Public Affairs Office is the official 

point of contact for all media inquires for the County.  
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BOMB THREAT CHECKLIST 

 

 

 

Report the call to 911 Emergency Operator 
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EMERGENCY WARNING 

SIGNALS 

 

 

Emergency Sound Action 

FIRE Steady 

Alarm and 

Strobes 

Exit the 

building 

immediately 

   

TORNADO 

WARNING 

National Weather 

Service Radio 

ALERTING 

TONE  followed 

by voice 

instructions 

Move to 

designated 

shelter 

location 
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Fire Assembly Map 

 
TORNADO SHELTER 

 


