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Upper Peninsula Animal Welfare Shelter 

Emergency Action Plans 

I. Fire 

Radio Code �± Green  

Special Requirements: All shelter coordinators must be trained and drilled in being emergency point 
person(s) for each shift to do head counts when evacuation is near-complete, and again when believed it is 
complete. The individual is the main communicator on the radio system during an emergency. In monthly 
schedule a shelter coordinator needs to be assigned the emergency point person on premise.  

A. If you notice a fire in the building or exterior: 
1. Radio staff using a clear voice and urgent tone the presence of a fire, the �I�L�U�H�¶�V��location, and for 

everyone to evacuate the building. Be clear and repeat the alert so that it is understood by all 
staff. ���(�[�D�P�S�O�H�����³�7�K�H�U�H���L�V���D���I�L�U�H���L�Q���F�D�W���D�G�R�S�W�L�R�Q�����7�K�H�U�H���L�V���D���I�L�U�H���L�Q���F�D�W���D�G�R�S�Wion! Everyone 
e�Y�D�F�X�D�W�H���W�K�H���E�X�L�O�G�L�Q�J���´���� 

2. Coordinators may opt to call 911 services if the fire does not pose an imminent danger to 
themselves or visitors, otherwise they should follow evacuation procedure in section (B) below. 

B. When hearing radio alert for a building fire:  
1. If near a fire extinguisher, remove it to take with you. Staff however are NOT to use fire 

extinguishers to fight the fire, but only to suppress fires in required lanes of escape such as 
doorways and exits. 

2. Staff are to proceed using the indicated red EXIT signs towards the closest, safest exit of the 
building. If staff are with visitors or volunteers, they will instruct them to follow, taking note on 
the number they are accompanying, and then immediately exit the building. 

3. Staff are under no circumstances to attempt to rescue or handle animals during evacuation of the 
�E�X�L�O�G�L�Q�J�����W�K�L�V���L�V���W�K�H���U�R�O�H���R�I���H�P�H�U�J�H�Q�F�\���V�H�U�Y�L�F�H�V�����6�W�D�I�I�¶�V���I�L�U�V�W���U�H�V�S�R�Q�V�L�E�L�O�L�W�\���L�V���W�R���W�K�H�P�V�H�O�Y�H�V�����Dnd 
secondly to other human lives that are non-staff. 

4. �6�W�D�I�I���Z�L�O�O���P�R�Y�H���T�X�L�F�N�O�\���W�R���W�K�H���G�H�V�L�J�Q�D�W�H�G���³�V�D�I�H���P�H�H�W�L�Q�J���S�R�L�Q�W�´���Z�K�L�F�K���Z�L�O�O���E�H���W�K�H���G�X�P�S�V�W�H�U���D�W���W�K�H��
northeast section of the paved shelter lot and remain there until instructed by emergency point 
person or emergency services it is safe to leave. Under NO circumstances will staff attempt to 
re-enter the building, or leave the safe meeting point unless an imminent, life-threatening danger 
requires them to do so. 

C. Emergency Point Person  
1. If discovering the fire follow instructions above in sections A and B with the exception of 

instruction B-4. 
2. The emergency point person is to grab the emergency clipboard located in the lobby, but if 

unable to do so, they will have to refer to emergency protocol file which they will all have 
access to on the Google Drive.  

!"  After the applicable steps in A and B have been carried out and reaching the meeting point, the 
emergency point person will first initiate the count of staff and volunteers using scheduling app 
and check off each name, and total count. Then after it is believed all are present, a second check 
should be completed to verify. Anyone missing can be relayed to arriving emergency services, 
and/or updated by calling 911 and notifying them of anyone still inside the building. Emergency 
point person are not to allow anyone to leave the safety zone after arriving unless instructed it is 



safe to do so by emergency services or due to imminent, life-threatening danger.!
!

II.  Shelter Evacuation �± Animals  

Radio Code �± Green  

Notification �± This evacuation is if animals need to be removed from the building within an 
allotted amount of time and there is no threat of human loss.  
 

A. The Emergency Point Person:  
The emergency point person will announce the radio code and follow stages A through C in the 
fire evacuation plan. Once it is declared that all people are accounted for, and emergency services 
have made the decision that people are allowed in the building the following steps will  need to 
take place in under 30 minutes. 

B. Evacuation of Animals:  
The emergency point person will assign staff to evacuate from the following areas -  
 
1. Cat Adoption:  
Cats will be taken from colonies and separated into center kennels, after filling each section two 
staff can wheel the section outside through easiest, safest route. Two cats can be separated into 
each kennel with divide in-place, which allows over 40 cats to be housed in just this manner. 
Additional cats over this limit will be housed together if already placed in that way, and under red 
�F�D�W�H�J�R�U�\���F�D�W�V���Z�L�O�O���E�H���G�R�X�E�O�H�G���X�S���R�U���L�I���W�K�H�U�H�¶�V���W�L�P�H�����S�X�W���L�Q�W�R���E�U�H�D�N�G�R�Z�Q���F�U�D�W�H�V���I�U�R�P���J�D�U�D�J�H�� 
2. Small Critters:  
These animals will already be in separate crates or cages and will be carried out as seen fit by 
staff designated by supervisors, or the supervisors themselves. 
3. Cat Hold and Lobby Critters:  
The emergency point person will designate one person for each of these tasks respectively. The 
critters up front (i.e. snakes and other reptiles etc) will be carried out in their respective cages 
they are already in. The cat holds can have the cats wheeled out in their kennels similar to cat 
adoption. 
4. Large Dog/Small Dog/Dog Holds/Front Feature Rooms: 
This will be designated starting with at least one person to grab each dog that is under red level 
danger and bring them to the dog park and be put in the larger section of the park. The dogs of red 
level will have to be secured by staff that can handle them to the rails of the horse barn on the 
north side of the building, or otherwise in the stables themselves. If a dog is small enough, and 
there is time enough to do so, the dog can be carried out in a crate and placed with the others in 
the dog park.  
 
Note: 10 pop up kennels will be made available from the outside shed to store dogs if needed.  

III.  Weather Safety Locations  

Radio Code �± Orange   

A. Weather Safety Alert:  
When the weather safety alert goes off (location lobby and admin office) the emergency point 
person should give the radio code and communicate where humans should take shelter. If 



there is enough time any cats that are in the cat rooms should be removed and stored into 
central kennels so that such animals can be removed from exterior windows.  
 

B. Weather Safety Room:  
The weather safety room is identified as the laundry room on the property. It is a central 
location, has good ventilation, no windows, and two exits.  

C. Roll Call:  
Once secured in weather safety room the emergency point person should conduct a roll call of 
who was on schedule of that day between employees and volunteers. If a person is missing 
the emergency point person should radio to try and find individual  

D. Release from Safety Room:  
The emergency point person should receive an alert from the weather safety system notifying 
that dangerous weather has passed. Once the notification has been given, the emergency point 
person should check both exits for safe exit. Once the safe exit has been declared, individuals 
will be allowed to leave room.  

E. Safety Check of Animals:  
Once individuals are released from safety room their priority should be to make sure that the 
animals are secure and safe. If animals need to be evacuated, please follow the animal 
evacuation plan.  

F. Building Evaluation:  
Once individuals and animals are secure a thorough evaluation of the building should take 
place to assess any damage or safety issues due to the weather.  

 
IV.  Active Shooter  

 
Radio Code �± Red  

Incident Response Considerations: 

Active shooter incidents often begin and conclude quickly, and the incident may be at any 
location in the organization or facility. This leaves the emergency point person no time to 
coordinate response procedures with law enforcement and employees. The response to a specific 
incident will depend on the circumstances unique to that incident. However, there are general 
procedures that apply to all active shooter incidents. 

A. Employees:  
1. First to Identify:  

The first individual to identify an active shooter must secure self and then through the 
radio system give the radio code. 

2. Evacuate to Outside Safety Zone:  
Once radio code is given all individuals in the building will need to evacuate the 
building and reach outside safety zone.  

3. Inside Coverage:  
If evacuation of outside safety zone is unattainable, try and secure in the inside safety 
zone (laundry room). Lock doors and take cover.  

4. Inside and Outside Zones Unattainable:  



Take coverage away from shooter and try to find a safe location in a room in which 
doors lock. Close blinds, turn off lights, and cover windows and doors.  
 
 

5. Call 911:  
Once in a safe location call 911 if possible. Do not leave safety location until law 
enforcement arrive and give instructions.  
 
 

6. Roll Call: 
Once law enforcement gives instructions and declare property safe, the emergency point 
person should give law enforcement the roll call of that day to identify all people on the 
property.  
 

B. Animals: 

Once law enforcement has declared the building safe and have given permission to evaluate 
animals, staff must check on the well being and safety of all animals. If animals need to be 
evacuated, please follow the animal evacuation plan.  

V. Animal Attack  
 
Radio Code: Yellow 
 
Reminder: We have 3 animal safety/attack kits that are located at the employee entrance, 
community room, and lobby. Each kit has the specific tools to stop an animal attack and 
emergency medical supplies.   
 
A. Control the Incident:  

Remove the attacking animal away from the defending animal. However, it's important to break 
up the altercation without putting yourself at risk. Avoid grabbing the attacking animal by the 
neck or head when you're trying to separate it from the defending animal; this puts you at risk of 
being attacked or bitten. Instead, try to stop the attack by distracting the animals with tools from 
the animal safety kits.  

B. Radio for Assistance:  

Once the animals are secure radio for assistance and use the radio code.  

 
C. Tend to Wounds and Seek Medical Attention:  

 
Once the defending animal is away from the other attacking animal, you can better determine 
what injuries the defending animal suffered due to the attack. If it is a minor injury seek 
assistance from the UPAWS Veterinarian Assistant. The Veterinarian Assistant at that time might 
assess that further veterinarian care will need to be taken place.  

 



VI.  Medical Emergency  

Radio Code �± Blue  

 
A. Observe Situation:  

If there is a medical emergency that is life threatening or cannot be treated with a first aid kit, 
911 must be called. Once 911 is called, the radio code should be announced through the radio 
system and also seek assistance.  

B. Retrieve Safety Kit:  
Once 911 is called retrieve a safety kit from one of the wall locations. Do not move the 
individual unless the first responders have given direction to do the following.  

C. Assist First Responders:  
Assist first responders by bringing them to the individual who needs medical care and 
communicate the situation.  

D. Incident Report: Once first responders have assisted with the person in need, an incident 
report must be filled out.  

VII.  !"#$%&'()*+%$&&

Radio Code �± Black  

A. Communication: 
Emergency point person will communicate through the radio system the radio code and give 
direction. 

B. Head Lamps: 
The emergency point person will retrieve and distribute head lamps so staff and volunteers 
can see through the building 

C. Evacuate Public: 
If during business hours, the emergency point person will need to escort the public out of the 
building. Any business transactions would have to wait until the following business day. 

D. Secure Water:   
The animal care staff should be securing water for animals. 

E. Secure Animals:  
Make sure that all animal habitats are secure, and that the overall wellbeing of the animals is 
in place. 

F. Contact Power Company: 
The emergency point person should contact the local power company to understand the 
timeline of when the power will be operational. 

G. Decision on Public Operations:  
If there is no power during non-business hours, a decision by the emergency point person will 
need to be made if the building will be open to the public during business hours. If the power 
is not operational within an hour of business hours, the decision needs to be made to close to 
the public for the day.  

H. Communication of Closing:  
If there is no power for business hours, communication needs to be made via social media on 
closure.  

 



VIII.  Map of Build ing!

!

!

!

!



Upper Peninsula Animal Welfare Shelter 

Radio Emergency Code Names  

 

 

 

�x Can Some One Play Fetch With Spot? �± Assistance needed at the front desk 
 

�x Code Red �± Imminent Danger  
�¾ An active shooter is in the building or there is a hostage situation.  
�¾ Get into your safety zone 

 
�x Code Green �± Emergency �± Evacuate Building 

�¾ Listen to instructions from the coordinator  
�¾ Report to your assigned location away from the building  

 
�x Code Orange �± Dangerous Weather  

�¾ Listen to instructions from the coordinator  
�¾ Take coverage in safety room  

  
�x Code Yellow �± Animal Attack 

�¾ Deescalate the situation  
�¾ Retrieve an emergency/safety kit 

 
�x Code Blue �± Medical Emergency 

�¾ Call 911 
�¾ Retrieve an emergency/safety kit  
�¾ Secure Human and Animals  

 
�x Code Black �± Power Outage  

�¾ Make sure generator is on  
�¾ Secure animals  
�¾ Decision on being open to the public  

 
�x Code Purple �± Animal is Deceased  

�¾ Listen to instructions from Vet Assistant  
�¾ Follow procedures for deceased animal  
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Volunteer & Community Outreach Coordinator Report February 2022 

 

Volunteer 

!  Volunteers in-shelter have returned. 

!  Working on filling open in-shelter volunteer opportunities 

!  Updating Volunteer Orientation 101 training video  

!  Foster homes �± Two pregnant cats �± looking for fosters. Emails sent. 

 
 
Community Outreach 

!  Webinars: 
�x 13 questions that will help you write great pet adoption bios 

 
�x  Civic Leaders, social media, Volunteers, and the Pandemic 

 
�x Charity How-To:  

�{ How To Make Your Cause Memorable: Nonprofit Marketing Strategies and Tactics 
�{ How To Create a Newsletter That Motivates Donors to Give and Give Again 

 
!  Transfer: 

�x Wishbone Animal Rescue (Allegan Animal Control �± Cindy Walker from Wishbone reached out 
asking for cat help. We coordinated a 30-cat transport. Cats ages were 4 months to 3 years, fixed, 
vaccinated, and microchipped. Transport volunteers met at the bridge to bring them up to UPAWS. 
As of 2-22-22, 29 have been adopted and one little boy is still available, Zachery, 8 months old, 
bashful fellow. �7�U�D�Q�V�I�H�U���2�.�¶�G���E�\���(�[�H�F�X�W�L�Y�H���'�L�U�H�F�W�R�U�� 
 

!  Pet Gazette Newsletter 
�x Beginning process �± mailing goal is beginning of April. 

 
!  Retail: 

�{ Completed counting all retail inventory. Entered in POS system, Memorial Garden fundraising shirts 
still to be counted and sold in retail area to credit Memorial Garden income. 

�x Coordinate and maintain inventory; ordering, receiving, and pricing.  

�x Re-did retail lobby floor plan. 

 

!  Website, social media, e-news: 

�{ $22 for 2's Day for the UPAWS Pets �± 2-2-22 Day campaign �± directive from Executive Director. 

�x Posting, upkeep, help with making new pages, advertising various events, fundraisers, etc. Utilizing 
various APPS for promoting pets. 
 

!  Pet Promos: 
�x Photos & bios, advertising. ABC10 Pet of the Week, Q-���������3�H�W���R�I���:�H�H�N�����0�D�L�Q�W�D�L�Q���'�H�E�¶�V���'�R�J���R�I���W�K�H��

Month, pet sponsorships and Pet Adoption portal, including the development of pet biographies, and 
pictures. 

�x Employee Pet Pick �± new advertising weekly pet feature. 

 
!  Media (Community Outreach): 

�x ABC10TV �± Pet of the Week segment. 
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!  Other: 
�x Maintain Sign-Up Genius appointment scheduling for Meet & Greets and Grooming Room 

�x Solicitation Letter �± assisted Executive Director. Chose three pets, wrote their stories for letter, did 
layout, submitted to Pride Printing for mailing.  
 

�x SMART GOALS project �± directive from Executive Director.  

�x Various projects per Executive Director 

�x Helping upfront when needed.  

�x SWICK Lonely Heart and Adopt Me Pet. Worked with Executive Director to update the program. Will 

coordinate the program forward.  

 

Submitted February 22, 2022 

Ann Brownell 
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