
GREAT RIVER SHAKESPEARE FESTIVAL

EMERGENCY PROCEDURES

FIRE ALARM

In the event of a fire alarm, the building MUST BE EVACUATED even if there is a strong suspicion that the alarm has been
triggered in error.

During rehearsals or classes, all employees, contractors, or volunteers are to assemble outside at the WSU gazebo. A
secondary location (in case of inclement weather or if the gazebo is involved in the emergency) is the student union
(Kryzsko Commons) on the lower level food court area. The production manager will alert WSU security and wait outside
the back of the performing arts center for emergency personnel. General gathering at the back of the building is
discouraged so that emergency personnel can access the building. When the emergency personnel signal that the
building can be re-occupied, the production manager will alert the waiting staff.

During a performance, please follow these procedures:

1. Stop: Upon hearing the fire alarm, the Stage Manager will stop the show.

2. Announce: The Stage Manager will make the following announcement to the audience, “Ladies and gentlemen, please
calmly and orderly follow the ushers through the nearest safe emergency exit to our designated gathering area (repeat).”
They will then radio the house manager. The house manager will radio WSU Security.

3. Evacuate: The ushers will lead the audience through unobstructed Emergency Exits to the primary gathering place
which will be the green where the Concerts on the Green take place. The secondary location is Kryzsko Commons (upper
level). Ushers or company members assist patrons, especially those with mobility issues. If someone cannot be
evacuated, WSU security or emergency personnel should be notified. In all cases, ushers should direct patrons away from
the back of the building to allow emergency vehicles easier access. Ushers are to remain with audience members.
Company members will leave the building by the nearest Emergency Exit and must not return to dressing rooms or the
green room. Company members gather at the gazebo (primary location) or Kryzsko Commons lower level (secondary
location).

4. Wait: The house manager will wait outside the back of the building for security and emergency personnel to arrive.
The head usher will wait on the Concerts on the Green stage (primary location) or east entrance to Kryzsko Commons
(secondary location) for a signal from the house manager. The stage manager will wait with the company members at the
gazebo (primary location) or lower level of Kryzsko Commons (secondary location) for a signal from the house manager.
No one re-enters the building without the consent of emergency personnel.

In case of an emergency, the Fire Department will assume immediate authority. When emergency personnel have
indicated that the building can be used again, the House Manager will contact the stage manager and head usher.
Everyone returns to where they were when the alarm sounded, and the stage manager and house manager coordinate
the recommencement of the performance.

Each season, Stage Management, House Management, and the WSU Security Staff will rehearse the emergency
evacuation procedure and review lines of communication. Volunteers will be annually instructed on evacuation
procedures.

SEVERE WEATHER WARNING

Government officials call a severe weather (including tornado) WATCH when weather conditions are favorable for
damaging events to occur, but no tornado or other severe weather has been sighted. A severe weather WARNING
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indicates a tornado or other weather event has actually been sighted in the area and the public should take shelter.
Warnings are indicated via radio transmissions and/or a 3- to 5-minute siren blast.

Please be familiar with the following shelter conditions:

Safe Areas: Stairwells with no windows. Interior rooms not near windows. Interior hallways, not near windows.
Basement and lower floors, not near windows.

Unsafe Areas: Near windows or glass doors. Auditoriums or gymnasiums. Upper floors of buildings. Parked vehicles.

During a rehearsal or class, if a WARNING sounds, seek shelter in a safe area, away from windows and exit doors. Remain
in shelter until the emergency is over.

During a performance (or any time an audience is in the building), please observe the following guidelines.

The Box Office Manager or his/her designee is the only person authorized to stop a performance for weather related
emergencies. It is the duty of the Box Office Manager to watch for weather emergencies whenever audiences are in the
building. This is accomplished by means of a weather radio with the internet as a back-up. If the Box Office Manager
determines to stop a performance the following procedures should be followed:

1. The Box Office Manager notifies the house manager and remains in a safe location with the weather radio and a radio
to contact the house manager.

2. The house manager notifies the Stage Manager, the head usher, and WSU Security. They then prepare to meet the
ushers on either side of the theater.

3. The Stage Manager stops the performance and announces to the audience, “Ladies and Gentlemen, we have been
informed of a severe weather (or tornado) warning in our area and are encouraged to seek shelter WITHIN this building.
Please calmly and quietly follow the ushers who will guide you to areas safer than this room and wait there for further
instruction (repeat)”

4. The ushers will guide patrons to safe locations. Company members seek safe locations with the patrons.

5. When the box office manager learns from the weather radio that the danger has passed our area, they inform the
house manager who then communicates this to WSU Security and the stage manager. Together, these three assess any
damages and determine whether to continue or cancel the performance. That decision is relayed to the ushers and
company members. If decided to continue, everyone returns to their locations prior to the signal to stop, and the house
manager and stage manager coordinate the recommencement of the performance.

ACTIVE SHOOTER/VIOLENCE

Should anyone instigate a violent act at any time, employees, contractors, and volunteers are encouraged to following
these procedures while encouraging patrons to do the same.

Profile: An active shooter is an individual actively engaged in killing or attempting to kill people in a confined and
populated area, typically through the use of firearms.

Characteristics: Victims are selected at random. The event is unpredictable and evolves quickly. Law enforcement is
usually required to end an active shooter situation.

HOW TO RESPOND. Do the following in this order.

RUN:

● Have an escape route and plan in mind.
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● Leave your belongings behind.

● Keep your hands visible.

HIDE:

● Hide in an area out of the shooter’s view.

● Block entry to your hiding place and lock the doors.

● Silence your cell phone and/or pager.

FIGHT:

● Fight as a last resort and only when your life is in imminent danger.

● Attempt to incapacitate the shooter.

● Act with physical aggression and throw items at the active shooter.

CALL 911 when it is safe to do so.

When law enforcement arrives:

● Remain calm and follow instructions

● Put down any items in your hands (i.e., bags, jackets)

● Raise hands and spread fingers

● Keep hands visible at all times

● Avoid quick movements toward officers such as holding on to them for safety

● Avoid pointing, screaming or yelling

● Do not stop to ask officers for help or direction when evacuating

INFORMATION YOU SHOULD PROVIDE TO LAW ENFORCEMENT OR 911 OPERATOR

● Location of the active shooter

● Number of shooters

● Physical description of shooters

● Number and type of weapons held by shooters

● Number of potential victims at the location

COPING WITH AN ACTIVE SHOOTER/VIOLENT SITUATION

● Be aware of your environment and any possible dangers

● Take note of the two nearest exits in any facility you visit

● If you are in an office, stay there and secure the door

● Attempt to take the active shooter down as a last resort

INJURY TREATMENT AND REPORTING
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What to do at the scene of an injury or serious illness

● Stay calm.

● Know your limitations. Don’t try to administer treatment that you are not qualified to give.

● First aid does not replace the need to see a doctor. If there is any doubt about how serious an injury is, immediately
send for medical assistance.

● If the situation is life-threatening, dial 911 immediately. Be prepared to give the following information:

● Location. Be as specific as possible.

● Telephone number from which you are calling.

● What happened.

● How many people need help.

● What is now being done.

● Hang up last to make sure they do not need more information

● Keep the victim isolated in an accessible location.

● Call Company Manager as central contact.

● Then notify the Production Office, WSU Security, the company member’s Supervisor and/or Stage Manager.

● If a company member requires medical treatment for a work-related injury or illness (covered by Workers’
Compensation Insurance), the Company Manager will direct the company member to a GRSF-approved physician, clinic,
or emergency room. The facility should be given the contact information for the GRSF workers compensation insurance
carrier.

● If a company member seeks medical attention from a provider not approved by the GRSF, or without a Supervisor’s
knowledge or permission, the medical expenses may not be covered by Workers’ Compensation Insurance.

Report immediately any work-related injury or illness to your Supervisor, Stage Manager or the Production Manager. An
Employer’s First Report of Injury must be completed and submitted within 24 hours of any on-the-job injury to a GRSF
company member. The company member should contact his/her Stage Manager or the GRSF Administrative Office to
complete this form.

When a company member has been treated and/or released by a doctor, the company member should report this to
his/her Supervisor, Stage Manager or the Production Manager.

Injuries to patrons, visitors, or other non-company members should be reported to WSU Security, who will complete any
needed report of the incident.

OSHA reports and postings will be followed as required by law.

URGENT CARE CLINIC

Winona Health’s Urgent Care is open seven-days a week at 855 Mankato Ave., on the first floor of the Clinic..

Urgent Care Clinic Hours: Monday-Thursday, 8 a.m. - 8 p.m.; Friday, Saturday, Sunday, 8 a.m. - 5 p.m.

For more information, contact the Urgent Care Clinic at (507) 474-7830
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