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Safety Policy Statement 
 
At Destination Geneva National, our aim is to make sure all associates enjoy a safe and hazard-free 
workplace. Safety is a team effort—everyone in every role plays a part. Each one of us is responsible for 
staying safe on the job, because no task is so crucial that it should jeopardize people or property. 
 
We believe in having a solid safety program that makes sense for everyone. The Safety Committee takes 
the lead in creating and putting into action safety programs, along with providing education and 
training. 
 
Our Management Team is expected to actively help shape safety policies and procedures for their areas. 
These rules need to be written down, shared with the team, and checked to make sure they're working. 
Supervisors should guide and train associates to keep things safe in their workspaces and around the 
whole property. 
 
Making safety a part of our daily routine is key to keeping Destination Geneva National successful. Think 
Safety First! 
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Assignment of Responsibility 
 
Responsibility for safety is established at each level of the organization.  
 

Role of the COO and 
General Managers 

• Commit to a safe working environment by enforcing safety policies and 
procedures and Safety Committee activities 

Role of the Human 
Resources Director and 
Core Safety Committee 
Members 

• Maintain necessary documentation to comply with OSHA standards 

• Order necessary first aid supplies and equipment 

• Investigate and ensure proper documentation when accidents occur 

• Participate on Safety Committee 

Role of the Safety 
Committee Members 

• Create and implement safety policies and procedures 

• Investigate and ensure proper documentation when accidents occur 

• Suggest corrective actions and ensure completion 

Role of the Managers and 
Supervisors 
 

• Create a safe and healthy work setting and integrate safety fundamentals 
into work activities 

• Train and educate associates in safe department-specific work methods  

• Monitor work areas for factors that could cause accidents 

• Maintain equipment in proper condition 

• Actively support Safety Committee activities 

Role of the Associates • Observe safety policies and procedures 

• Recognize and report safety hazards 

• Develop good hygiene and housekeeping practices 

• Report all accidents or injuries immediately 

• Participate in Safety Committee activities 

 

Safety Committee Organization and Operation 
 
The Safety Committee's function is to foster a safety-first culture and to reduce accidents.  The Safety 
Committee meets monthly* to discuss accidents, ongoing safety communication, policies, and 
procedures.  Minutes are distributed to department heads to post on safety bulletin boards after each 
meeting.  Department heads are encouraged to provide feedback to the committee. 
 

Core Committee  
HR Director       
Maintenance Director      
F&B Director 
Grounds Director    
Golf Director      
Housekeeping Director   
Culinary Director/Chefs 
Lodging GM 
 
*A department representative/proxy is to be present at each Safety Committee Meeting.  
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Safety Training 

 
Supervisory Training 
 
The supervisor is the level of management closest to activities being performed and can enforce 
safety rules and correct unsafe acts and unsafe conditions at the time of occurrence. 
 
Prior to the start of each season, supervisors should be given a training session to refresh them 
on their safety responsibilities.  This supervisory training includes: 

• Facility Safety, e.g., emergency evacuation procedures, fire and tornado safety, fire 
extinguisher training/monitoring, active shooter, etc.  

• Inspecting work areas  

• Conducting departmental safety meetings 

• Equipment training as needed 
 

Associate Training 
 
All associates will receive a copy of this manual upon hire as well as annual updated 
information throughout the season.   A bulletin board containing safety updates, OSHA 
compliant materials and link to Safety Data Sheets (SDS) can be found at GN in the associate 
hallway near the receiving dock, in the basement of the Hunt Club, by the lower-level time clock 
at Lodge GN, and in the Grounds Shop lunchroom. 
 
Safety training begins the first day of employment with Destination GN.  Each new hire receives 
training on the following topics during onboarding: 
1. Bloodborne Pathogens 
2. Hazard Communications/SDS 
3. "Right to Know" existence of Workplace Chemicals 
4. PPE (Personal Protective Equipment) 
5. Back Injury Prevention and Safe Lifting 
6. Reporting Workplace Hazards and Injuries 
7. Fire, Tornado and Lightning Safety 
8. First Aid Kit and AED Locations 
9. Active Shooter 
 
When new associates start, their supervisor does more than just show them the work area.  
Instructions are provided for operating all equipment that associates will use within their 
department(s).  Training does not stop with new associates.  If an associate is changing jobs, 
training in the correct operation of equipment in the new work area is essential.  Even an 
experienced associate may not know the correct and safe way to operate equipment.   
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Managers should ensure that refresher courses are given on a regular basis so that associates 
do not become complacent about using safety equipment or wearing protective gear when 
they have been in the same job for a long time.  Also, when equipment is replaced, managers 
should ensure that associates are retrained on its operation, safety features and required 
protective gear. 

 

Incident Reporting and Analysis 
 
The reporting and analysis process is a critical part of DGN’s Safety Program and consists of the 
following communication: 

 

Near Miss/Hazard Reporting 
Please report any safety hazards or broken equipment immediately to the Safety Committee at 
safety@destinationgn.com. If an accident almost happens – known as a “near miss” – please 
report this incident at www.careersgn.com/near-miss to prevent future potential injuries. 

 
Accident/Incident Reporting 
All accidents/incidents, regardless of how large or small, must be appropriately reported using 
specific forms, which are updated regularly and available on the H and W drives under HR 
FORMS, as noted below.   
 
Associate First Report of Injury – H > HR FORMS > Worker’s Comp Claim Kit >Injury Reporting Forms 

• All associates injured on the job as well as their managers are required to complete a 
First Report of Injury within 24 to 48 hours (required by insurance).  There are two 
separate forms: one for the supervisor/department head and another for the injured 
associate. Completed forms should be submitted to hr@destinationgn.com with the 
subject line: First Report of Injury – NAME.  

• A Workers’ Compensation Claim Kit can be found in the Human Resources department, 
with department managers, or on the H and W drives under HR FORMS>Worker’s Comp 
Claim Kit.   

• If an employee is involved in an accident that damages company property, please 
complete the Associate Accident form at H > HR FORMS > Associate Accident Form for Property 

Damage 
 
Member/Guest Accident Report Form – H > HR FORMS > Accident Forms for Members & Guests 

• If a member of guest is injured on property, an associate should complete the form 
labeled “Associate” at the top.  The injured party (or accompanying family 
member/friend, if party is too injured to write) should complete the form labeled 
“Member/Guest” at the top.  

• Once completed, return these forms to Human Resources. Do not provide a copy to the 
injured party. 

 

mailto:safety@destinationgn.com
http://www.careersgn.com/near-miss
mailto:hr@destinationgn.com
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Witness Accident Report Form – H > HR FORMS > Accident Forms for Members & Guests 

If someone witnesses an accident/incident on-property involving an associate, member, or 
guest, please complete this form and return it to Human Resources. 

Incident Investigation 
 
The Human Resources Director or a member of the Safety Committee will investigate every 
incident.  To aide in the investigation, an investigation report  is used to document the incident, 
determine causes, and initiate corrective action. Each incident is investigated as soon after the 
occurrence as is feasible, preferably within 24 hours.  
 

Incident Review 
 
The Safety Committee shall review the documentation for each incident and provide necessary 
corrective action. In certain circumstances (e.g., when serious injuries occur), members of the 
management team may also be asked to review documentation.   
 

Incident Analysis 
 
The Safety Committee will conduct an annual review of incidents that have occurred each year 
to identify trends and recurring problems.  This process will help the Safety Committee identify 
the locations or departments in which injuries occur most frequently and modify safety 
procedures to reduce the number of accidents in those areas. 

 
Occupational Safety, Workers’ Compensation & Health Administration 
 

Workers’ Compensation Record Keeping Requirements 
 
The Human Resources Director will ensure that all incident records are maintained and 
appropriately posted in conjunction with the Occupational Safety and Health Act (OSHA).   
 
Destination Geneva National is required by OSHA to complete OSHA Form 300, Log & Summary 
of Occupational Injuries and Illnesses, OSHA Form 300A, Summary of Work-Related Incidents 
and OSHA Form 301 Injury and Illness Incident Report.  OSHA Form 300A is posted on the safety 
bulletin board each year through April 1 for associates to view. 
 
All occupational fatalities and illnesses and all work-related injuries involving loss of 
consciousness, restriction of work or motion, transfer to another job, or medical treatment 
(other than first aid) must be recorded. 
 
An occupational injury is defined as an injury such as a cut, fracture, sprain, amputation, etc., 
which results from a work accident or from an exposure involving a single incident in the work 
environment.   
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An occupational illness is defined as any abnormal condition or disorder other than one 
resulting from an occupational injury, caused by exposure to environmental factors associated 
with employment.  This includes acute and chronic illnesses or diseases that may be caused by 
inhalation, absorption, ingestion, or direct contact.  
 

Safety Data Sheets (SDS) 
 
As a company associate, you have the right to know 
what chemicals are in your workplace, what 
dangers they present, and how to protect yourself. 
Safety Data Sheets (SDS) are always available, and 
you may review them without permission. 
 
The role of SDS is to provide detailed information 
on each hazardous chemical, including its potential 
hazardous effects, its physical and chemical 
characteristics, recommendations for appropriate 
protective measures, and first aid measures to take 
if exposed to a chemical.   
 
SDS are readily accessible online at 
https://palomaresorts.sds.center/. 
You can also install the employee portal on a 
phone/iPad at 
https://www.datasheetsolutions.com/installing-

your-employee-sds-app-on-mobile-devices. 
The poster, pictured here, should be posted on each department’s communication board.  If 
you need a copy, please download from the H or W drive under \HR FORMS\Safety Data Sheets 
(SDS) Login & Instructions. 
 
The following personnel are admins who can add SDS information to our portal.  If you 
purchase a chemical that is used on property, please contact the appropriate person to load the 
related SDS.   
• Golf Operations: Bob Kordus 
• Culinary: Chefs Jared Schulz & Jonny Martinez 
• Grounds: Kevin Knudtson, Amanda Scoville  
• Housekeeping: Dan Berley  
• Building Maintenance: Ken Miethke 

 
For additional information on SDS, see the company’s Hazard Communication Program at 
www.careersgn.com/hazcom. 

 

https://palomaresorts.sds.center/
https://www.datasheetsolutions.com/installing-your-employee-sds-app-on-mobile-devices
https://www.datasheetsolutions.com/installing-your-employee-sds-app-on-mobile-devices
http://www.careersgn.com/hazcom
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Housekeeping & Maintenance 
 
Housekeeping includes organizing and storing supplies and materials properly and maintaining 
clean work areas.   
 
Organizational skills and common sense can solve many safety issues: 

• Are emergency exits clear of debris? 

• Are containers clearly marked? 

• Are dry materials stored away from liquids and off the floor? 

• If items are stacked, are heavy materials on the bottom? 

• Is there satisfactory clearance around the storage containers? 

• Are corridors and hallways clear of boxes and trash? 

• Are cords bundled safely out of the way? 

• Are caution signs set up on wet floors? 

 
Safety Inspections 
 
The Safety Committee, managers and supervisors should make regular inspections throughout 
the workplace. Human Resources also arranges two annual loss-control inspections via the 
company’s insurance broker and follows up with each department on any safety issues to be 
addressed. 
 
Associates are encouraged to report unsafe working conditions to the Safety Committee, a 
supervisor, or Human Resources.  You may reach the entire Safety Committee by emailing 
safety@destinationgn.com. 
 
 

Emergency Preparedness & Procedures 
 
Fire Alarms & Evacuation 
Each October during Fire Prevention Week, the company holds mandatory fire drills at all properties. 
(Anyone who refuses to participate will receive a Note to File.) 
 
Whenever the fire alarms sound, all associates and guests are expected to evacuate. (The only time you 
need not evacuate is when Building Maintenance has advised staff via company email that the alarm 
system is being tested/inspected.) Do not reenter the building until the Fire Department arrives, 
inspects, and confirms the building is safe for use. 
 
Everyone should evacuate out of the nearest exit (without using elevators) and proceed outside to the 
predetermined meeting spaces (at least 300 feet/a football field’s length from the building), as follows: 
 
 

mailto:safety@destinationgn.com
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Lodge GN Meeting Locations: 

• Housekeeping/Building Maintenance: Parking lot across from Door 2 

• Culinary/F&B/Grounds/Banquets/Front Desk: Grounds Building 
 
Clubhouse Meeting Locations: 

• F&B/Golf/Accounting/Receiving/Membership/Building Maintenance: Dance Floor Cantina 

• Exec Office/CCFD: Parking Lot turnaround by bag drop 
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Fire Extinguishers 
 
Do not use a fire extinguisher to fight a fire when:   

• The fire is spreading rapidly beyond the point of origin. 

• The fire could block your exit. 

• You are not sure how to operate the extinguisher. 

• Instead, immediately call 911. 
 
Use a fire extinguisher to fight a fire when ALL of the following conditions exist: 

• The fire department has been called. 

• The fire is small. 

• When using the extinguisher, you can fight the fire with your back to an exit. 

• The extinguisher is in working order and you know how to use it. 
 
Basic Operation (PASS) 
P  Pull the safety pin (usually a twist-pull action) 
A  Aim (the nozzle, horn, or hose at the base of the fire) 
S  Squeeze the trigger handle 
S  Sweep from side to side  
 
NEVER re-hang an extinguisher once it has been discharged (even if it is only used for a few seconds). 
Have it recharged by a licensed service company. 
 
ALWAYS maintain an area of three feet clearance around all fire protection equipment. 
 

Minor Fire 
If the fire is small and easy to control, follow these steps: 

• Check the area to ensure your own personal safety. 

• Call 911 or ask another associate to do so. 

• Use a fire extinguisher to extinguish the fire.  Do not use water in a fire that is around or 
involved with electricity or chemicals of any kind. 

• Aid associates who have life-threatening injuries if you have the knowledge to do so. 

• Remove hazardous chemicals, aerosol cans, etc., from the fire area. 

• Call your supervisor and Building Maintenance. 

• Take photos of the area then clean the area of debris and water. 

• Complete an Accident Report Form. 
 

Major Fire 
Do not attempt to put out a fire if it is spreading quickly or will block your way out of your area. Instead, 
follow these steps: 

• Immediately call 911 or ask another associate to do so.   

• Evacuate all people (members, guests, and associates) from the area. 

• Aid Associates who have life-threatening injuries if you have the knowledge to do so. 

• Follow the instructions of the Fire Department and/or Police. 
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Property addresses to use when calling 9-1-1: 
✓ Destination Geneva National Clubhouse (262) 245-7000 

1221 Geneva National Ave. S. 
Lake Geneva, WI  53147 
Walworth County 

✓ Hunt Club Steakhouse (262) 245-7200 
 555 Hunt Club Drive 
 Lake Geneva, WI  53147 
 Walworth County 

✓ GN Grounds Shop (262) 245-8100 
 N3381 Petrie Road 
 Lake Geneva, WI  53147 

    Walworth County 
✓ Lodge Geneva National (262) 249-3800 

 W4240 State Road 50 
  Lake Geneva, WI  53147 
  Walworth County 

 

First Aid  
First Aid kits are located throughout Destination GN:   

Geneva National Resort & Club / Hunt Club 

Clubhouse • Main/Banquet Kitchen (mounted on 
wall) 

• Turf Kitchen (portable) 

• Golf Shop (portable behind counter) 

• Cart Barn (portable) 

• Member's Men's Locker Room 
(portable) 

• Member's Bar (portable) 

• Maintenance Office (portable) 

Grounds • Ground Building Office (mounted on 
wall across from superintendent’s 
office) 

• Superintendent's Golf Course Vehicles 
(portable) 

Hunt Club Restaurant • Kitchen (mounted on wall) 

Other • On-course snack bars (portable) 

• Beverage Carts (portable) 

• PA Golf Carts (portable) 
 

Lodge Geneva National 

Hotel • Main Kitchen (installed on wall) 

• Maintenance 

• Front Desk (installed on wall) 

Outdoors • Deck Bar (small version installed on 
wall) 
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If you notice items are missing from a kit or you've used the last of an item, please notify Human 
Resources or your manager to reorder.  (Wall units are stocked and checked monthly by Cintas.) As a 
reminder, if you are injured at work, you must report the injury to your supervisor or Human Resources.  
 

Medical Emergencies Overview 
 
In the event of a medical emergency, call 911, then send a staff member to retrieve the AED/portable 
first aid kit from one of the following locations.  Make sure to notify the Golf Shop at GN and the Front 
Desk at The Ridge so that they can look for/direct an ambulance or send an associate trained in first aid 
or CPR/AED.  For detailed information on responding to medical emergencies, please visit 
www.careersgn.com/911. 
 
AED Locations: 

• Geneva National Clubhouse: Turf Kitchen, Wellness Center 

• Hunt Club Steakhouse: Kitchen wall (near door to bar) 

• Lodge Geneva National: Front Desk 
 
Automated External Defibrillators (AEDs) do not replace the care provided by emergency medical 
services providers but can provide a life-saving bridge during the first few critical minutes it takes for 
advanced life support providers to arrive.  (AEDs are checked monthly and maintained by Cintas.) 
Human Resources annually organizes AED/CPR training with Mercy Walworth EMS.  Specific staff 
members in various departments are trained to use an AED in an emergency.   
 
Below is a list of associates that are trained to assist in the event of a medical emergency:  
 

Employee Name Extension Dir/Mgr/Supvr Cell Department Certification Expires

Barron-Cruz, Gadir Radio 262-273-1221 Maintenance-2nd Shift 4-10-2026

Brown, Charlie (Mgr.) 5490 262-456-4893 Member Golf 4-10-2026

Carlson, Sam Radio x5000 (Golf Shop) Golf 11-5-2026

Dyer, Nate Radio 262-245-5810 CCFD 11-5-2026

Etzel, Andy Radio 262-949-3355 Maintenance 4/10/2026

Freiburger, John 7024 847-504-9727 Membership 11-5-2026

Hoglund, Will 7200 608.518.2324 HC Bar/Server 4/10/2026

Kerkhoff, Dave Radio 262.206.2037 Maintenance 4/10/2026

Kinsland, Jesse Radio 262-949-3355 (Ken) Maintenance 11-5-2026

Klobucar, Sam Radio 262-245-7034 Member Golf 11-5-2026

Kordus, Bob 5790 414.916.9663  Resort Golf 4/10/2026

McDonnell, Andy Radio 262-949-3355 (Ken) Maintenance 4/10/2026

Menini, Ralph Radio 262-949-3355 Maintenace 4/10/2026

Mertes, Emily 5540 F&B/Banquets 11-5-2026

Miethke, Ken (Dir.) 561 or 562 262-949-3355 Maintenance 4/10/2026

Rowe, Will 7010 262-607-1399 (Kevin) Grounds 11-5-2026

Scoville, Amanda (Supvr.) 7010 262.607.1399 Grounds 4/10/2026

Serna, Santos Radio 262.215.9186 Maintenance 4/10/2026

CPR and AED CERTIFICATIONS - DESTINATION GENEVA NATIONAL 

 

http://www.careersgn.com/911
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Heat-Related Illness 
 
When the body is unable to cool itself fast enough, serious heat illnesses may occur. Overexertion or 
profuse sweating in a hot, humid, poorly ventilated environment often brings heat exhaustion. Luckily, if 
heat exhaustion is recognized and treated promptly, the effects can easily be reversed.  
 
Signs and symptoms of heat exhaustion:  

• Feeling weak, faint, or dizzy, with an accompanying headache or nausea.  

• Cold, clammy skin with ashen pallor.  

• Dry tongue and thirst.  

• Severe muscle fatigue.  

• Loss of appetite.  

• Profuse sweating.  

• Physical collapse, muscle fatigue and sometimes cramping.  
 
Treating Heat Exhaustion:  
The two basic steps in treating heat exhaustion are to replenish the body’s lost fluids and to cool the 
body’s temperature.  

• Move the person into a cool place out of the sun.  

• Loosen any tight-fitting clothing and remove any extra layers of clothing.  

• Offer the person fluids such as water, fruit or vegetable juices, or sports drinks. Do not offer 
drinks that contain alcohol or caffeine. Encourage the person to drink about a half glass of fluid 
every 15 to 20 minutes.  

• Help the person cool off by sponging him or her with cool water, or applying cool, wet towels or 
sheets.  

 
In most cases, the person will begin to feel better within 30 minutes. If symptoms do not clear up, or if 
the person begins to lose consciousness, call for emergency medical assistance.  
 
Preventing Heat Exhaustion:  

• During the spring and early summer months, acclimate your body to the increasing heat by 
spending more time out-of-doors.  

• Drink non-alcoholic fluids at regular intervals, whether you feel thirsty or not. A half-cup to a cup 
of fluids every 15 to 20 minutes will help keep you properly hydrated.  

• If you must be outside, wear lightweight, light-colored clothing.  

• Eat light. Frequent small meals are better than a single heavy one.  
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Bloodborne Pathogens – Basic Awareness 
 
Bloodborne pathogens are microorganisms present in human blood that can cause disease. The most 
common bloodborne diseases of concern in the workplace include Hepatitis B (HBV), Hepatitis C (HCV), 
and Human Immunodeficiency Virus (HIV). These pathogens are spread through contact with infected 
blood or certain bodily fluids entering the body through broken skin, the eyes, nose, mouth, or through 
puncture wounds. 
 
When Exposure Can Occur 
Employees may be exposed to bloodborne pathogens during situations such as: 

• Providing first aid 
• Cleaning up blood or bodily fluids 
• Handling items or surfaces contaminated with blood 
• Assisting an injured person 

 
Basic Precautions Everyone Should Follow 
To reduce the risk of exposure, all associates should follow these basic precautions: 

• Assume all blood and bodily fluids are potentially infectious. 
• Avoid direct contact with blood or bodily fluids whenever possible. 
• Wear disposable gloves when there is a possibility of contact with blood or bodily fluids. 
• Wash hands immediately with soap and water after removing gloves or after any potential 

exposure. 
• Use approved disinfectants to clean blood or bodily fluid spills. 
• Dispose of contaminated materials (gloves, towels, absorbents) in designated containers. 
• Cover open cuts or wounds with bandages before performing any task. 
• Do not eat, drink, or touch your face while cleaning or handling potentially contaminated 

materials. 
• Report all exposure incidents to a supervisor as soon as possible. 

 
Bloodborne Pathogen Clean-up Kits 
Cintas-stocked Bloodborne Pathogen Clean-up Kits are located in the Turf kitchen, Cart Barn, Legends 
Room,  Housekeeping Cottages Garage, Grounds Shop, Hunt Club Kitchen, the Lodge Front Desk, Crafted 
kitchen and Deck Bar. Kits are stored in white plastic containers and hang on the wall.  Once used, notify 
HR so that a refill can be ordered. 
 
What To Do If Exposure Occurs 
If blood or bodily fluids come into contact with your eyes, mouth, broken skin, or a puncture wound: 

1. Wash the area immediately with soap and water. 
2. Flush eyes or mucous membranes with clean water. 
3. Report the incident to your supervisor promptly. 

 
Associate Responsibility 
All associates are responsible for following these basic precautions and using protective equipment 
provided by the company to help maintain a safe workplace. 
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Severe Weather and Tornados 
 
Every April, Paloma Resorts holds mandatory tornado drills in conjunction with statewide alarms. Failure 
to participate will result in a Note to File. 
 
Severe Weather Terminology 

• Severe thunderstorm watch: Remain alert for thunderstorms that could produce winds more 
than 58 miles per hour or hail 3/4 of inch in diameter or greater.  

• Tornado watch: Thunderstorms with the potential for developing tornadoes may form in your 
area during the designated time, and you should remain alert for these approaching storms.  

• Severe thunderstorm warning: Severe storms are moving through, and you should seek shelter 
in the basement or interior lowest level away from windows.  

• Tornado warning: A tornado has been sighted on the ground or indicated by radar, and it is time 
to seek shelter immediately. 

 
Protocols for a Tornado Watch  
If there is a Tornado Watch, Golf will utilize email (for office staff), all-channel radio broadcast (for team 
members with radios) and text (for Grounds and F&B) to send out a message informing staff that we are 
under a Tornado Watch. At that point, the following actions should take place:  

• CCFD and Lodge Front Desk should call and mass text (via Versa Guest Messages) all guests and 
notify them of the Watch and where to take cover should the watch turn into a tornado 
warning.  

• Golf will notify golfers via golf cart alerts.  

• F&B should make all dining guests aware as well by talking to each table and bar guest. 
 
Protocols for a Tornado Warning  
If the tornado alarm sounds/our area is under a Tornado Warning, the following actions should take 
place:  

• The Golf Department will send out the message via radio, email, and text that we are under a 
Tornado Warning and that guests and staff should take cover immediately.  

• Lodge GN Front Desk and Maintenance staff are to knock on the Lodge GN guest doors to alert 
them of the tornado warning and advise them to take cover. Lodge GN staff are to clear outdoor 
& indoor pool and Deck Bar as well.  

• CCFD is to mass text (via Versa Guest Messages) all lodging guests that we are now under a 
Tornado Warning and to take cover in their suite or cottage.  

• Golf will notify golfers via golf cart alerts.  

• All associates and customers on property are to take cover in the designated locations below. 
Failure to take cover will result in a Note to File.  

 
Tornado Shelters 

• Lodge GN: Lower-level Alder Ballroom (Aspen is secondary, providing airwalls are up to protect 
from windows.)  

• Outdoor Player Services: The Cart Barn  

• Inside GN Clubhouse: Inner hallway between cooler and South side of building. Also, associate 
locker rooms by Receiving. Do not access by elevator!  

• Hunt Club: Basement (at the bottom of the stairs by the coolers, away from the windows)  
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• Cottages & Suites: Cottage basement behind initial wall blocking patio doors. Suites guests to 
shelter in the unit bathroom or, if time, come to cart barn or Clubhouse.  

• GN Grounds: Grounds Shed inner restrooms. On-course staff should seek shelter in the on-
course bathrooms, Receiving at the Clubhouse, the basement of the Hunt Club, or in a ditch (last 
resort) and lie flat and shield head with arms.  

 
If you have any questions about these procedures or do not understand them, please speak to your 
manager, Ken Miethke, Director of Maintenance, or Barbara Karabas, Director of Human Resources. 
  

Lightning Safety 
 
Outdoors is the most dangerous place to be during a lightning storm. When lightning is seen, thunder is 
heard, or when dark clouds are observed, please quickly move indoors, and remain there until well after 
the lightning storm ends.  

Safety Rules 

• Postpone activities promptly. Don't wait for the rain. Lightning often strikes as far as 10 miles 
away from any rainfall.  

• Be the lowest point. Lightning hits the tallest object. Crouch down if you are in an exposed area.  

• Listen for the sound of thunder. If you can hear thunder, lightning is close enough that it could 
strike your location at any moment.  

• If your hair stands on end, lightening may be about to strike you. Drop to your knees and bend 
forward, putting your hands on your knees. Do not lie flat on the ground. 

• If you can't get to a shelter, stay away from trees. If there is no shelter, crouch in the open, 
keeping twice as far away from a tree as it is tall.  

• Get out of the water. It's a great conductor of electricity. Don't stand in puddles of water, even if 
wearing rubber boots.  

• Avoid metal and electrically conductive elevated objects. Don't hold on to metal items such golf 
clubs, tennis rackets or tools. Large metal objects can conduct lightning. Small metal objects can 
cause burns.  

 

Power Failures  
 
In the event of a power failure, the emergency backup lightning will automatically engage.  Associates 
and managers should take steps to ensure that all transactions are documented, and associates and 
guests are safe.  Maintenance will assist in determining if the outage is isolated to a particular area or 
more widespread and take the appropriate steps to regain power as soon as possible. 
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Floods 
 
Flood Safety Outdoors 

• Do not walk through flowing water. Six inches of moving water can knock you off your feet.  If 
necessary, use a pole to test the depth of standing water before you proceed. 

• Do not drive through a flooded area.  Do not drive around road barriers as they indicate danger 
ahead.  Two feet of water will carry away most automobiles. 

• Stay away from power lines and electrical wires.  Electricity can travel through water.   
 
Flood Safety Indoors 

• Look before you step.  Mud and debris from a flood can be very slippery to walk on.  Broken glass, 
nails and other debris may be deposited by receding floodwaters. 

• Be alert for gas leaks.  Leave the area immediately if you smell gas fumes.  Use a flashlight to inspect 
for damage.  Do not smoke or use open flames unless you are sure that the gas has been turned off 
and the area has been ventilated. 

 

Burglary & Robbery 
 
If you arrive at work and feel that it has been burglarized, DO NOT ENTER, but go to another location 
and call the police. Let the police search the property to make sure that no suspect is still present. Upon 
entering, do not touch things unnecessarily as you may disturb or destroy fingerprints and other 
evidence. Inform the police of anything that has been moved from its original position so that it can be 
checked for prints. Be prepared to provide the police with a complete description of all missing 
property.  
 
Do not resist if you are the victim of a robbery. Do exactly as you are told to do to minimize your 
chances of being injured and to speed up the departure of your assailant before he gets other ideas. The 
assailant, in most cases, doesn't want to hang around. Try to obtain a good description of the suspect(s) 
and the direction and mode (on foot, vehicle, bike) of escape, and if any accomplices. 
 
Call 911 as soon as you are able. 
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Bomb Threats & Suspicious Objects 
 
In many cases, a bomb threat is an empty one, however, it is extremely important that the procedure 
established for handling a bomb threat is understood and followed. 
 
Bomb threats are usually delivered by telephone and are usually given to the first person to answer the 
phone.  If you receive a bomb threat: 

• Attempt to keep the caller on the phone as long as possible. 

• Be calm, courteous, listen, and do not interrupt the caller, keep them talking. 

• Carefully ask the following questions:  

• Where is the bomb located?  Was he/she familiar with the building or area? 

• When will the bomb go off? 

• Why was the bomb placed? 

• What is the caller's name? 

• Is there anyone the caller would like to speak to? 

• Is there anything the club/hotel can do to console the caller so that there is no need 
for the bomb? 

• Write down the exact words used by the caller and any details you can think of regarding 
the caller's age, gender, voice characteristics, or background noises. 

• Try to get a message to a staff member to alert a member of management as soon as 
possible, preferably while still on the phone with the caller. 

 
Once notified of a bomb threat, contact the police immediately and follow the instructions given by the 
police.  Members of management should assist the police department in identifying objects that are 
unusual or out-of-place throughout the buildings and grounds. 
 
If you find an item that looks suspicious, do not touch, or attempt to move it.  Any disturbance may 
cause it to explode, resulting in injury or death.  If found, call "911" and follow the instructions given by 
the police.  If you must leave the location where the item was found, place a marker near the area with 
something readily available to help authorities find the item upon your return.   
 
Management will assist in the evacuation as instructed by the police.  If evacuation is required, 
members, visitors and associates should be informed that for their safety and security, they should 
immediately vacate the property.  Emphasize that they are NOT to use elevators unless local 
authorities advise otherwise.   
 
In the event of a bomb threat or the discovery of a suspicious object, the COO/General Manager should 
be the only person authorized to represent the club in dealings with the media to minimize any adverse 
publicity.  
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Active Shooter 
 
Paloma Resort Properties developed an “Active Shooter” policy to ensure the safety of our associates, 
members, and guests.  Our goal is to foster a respectful workplace and be aware of indications of 
workplace violence and take remedial actions accordingly. 
 
An active shooter is defined as “…an individual actively engaged in killing or attempting to kill people in 
a confined and populated area; in most cases, active shooters use firearm(s) and there is no pattern or 
method to their selection of victims. 
 
Active shooter situations are unpredictable and evolve quickly.  Typically, the immediate deployment of 
law enforcement is required to stop the shooting and mitigate harm to victims. 
 
Because active shooter situations are often over within 10 to 15 minutes, before law enforcement 
arrives on the scene, individuals must be prepared both mentally and physically to deal with an active 
shooter situation.  
 
To preserve life and address the reality of an active shooter event, these guidelines have been 
established to guide our response to this event to maximize survivability.  Most importantly, quickly 
determine the most reasonable way to protect your own life. 
 
Procedures 
 

1. The intent of most active shooters is to kill as many people as quickly as possible.  Traditional 
law enforcement response will include the concept of “surround and contain” to minimize the 
number of victims.  To save lives, the law enforcement agency having jurisdiction will initiate an 
immediate response. 

 
2. Upon discovery of an active shooter situation, as soon as possible and when safe to do so, notify 

law enforcement (911) and provide immediate radio communication of Code Silver or “Active 
Shooter” and our location.  The phone call to 911 (from the area where you are safely 
concealed) should provide the following information: 

➢ Location of the active shooter 
➢ Number of shooters if more than one 
➢ Physical description of shooter(s) 
➢ Number and type of weapons held by the shooter(s) 
➢ Number, location, and condition of any victims  

 
3. Safety and Security Officers and/or COO/General Manager will meet and guide law enforcement 

officers if possible and as appropriate.  The goal of law enforcement is to locate, isolate and 
neutralize the shooter as quickly as possible to prevent additional deaths or injuries. 

 
 
Response 
 
Evacuate – If there is an accessible escape path, attempt to evacuate the premises.  Be sure to: 

➢ Recognize the sound of gunshots. 
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➢ Have an escape route and plan in mind. 
➢ Evacuate regardless of whether others agree to follow. 
➢ Take your cell phone, however, leave all other belongings behind. 
➢ Help others escape, if possible. 
➢ Prevent individuals from entering an area where the active shooter may be. 
➢ Do not attempt to move wounded people. 
➢ Call 911 when you are in a safe area to inform the authorities of your location. 

 
Hide Out – If evacuation is not possible, find a place to hide where the active shooter is less likely to be: 

➢ Direct personnel/guests into any available rooms or other adjacent rooms, close the door and 
attempt to barricade the door. 

 
Your hiding place should: 

➢ Be out of the active shooter’s view. 
➢ Provide protection if shots are fired in your direction (i.e., locating into an area/room and 

locking the door.  Stay as low to the floor as possible and remain quiet and still – silence your 
cell phone). 

➢ Do not trap/confine yourself or restrict your options of movement. 
 
To prevent an active shooter from entering your hiding place: 

➢ Lock the door. 
➢ Blockade the door with heavy furniture. 

 
If active shooter is nearby: 

➢ Lock the door. 
➢ Silence your cell phone or radio. 
➢ Turn off lights. 
➢ Turn off any source of noise (e.g., radios, printers). 
➢ Hide behind large items (e.g., cabinets, desks) 
➢ Remain quiet. 

 
If evacuation and hiding out are not possible: 

➢ Remain calm. 
➢ Dial 911, if possible, to alert police to the active shooter’s location. 
➢ If you cannot speak due to the shooter’s location, leave the line open and allow the dispatcher 

to listen. 
 
Take action against the active shooter – As a last resort, and only when your life is in imminent 
danger, attempt to: 

➢ Disrupt and/or incapacitate the active shooter by: 
✓ Acting as aggressively as possible against him/her. 
✓ Throwing items and improvising weapons. 
✓ Yelling. 
✓ Committing to your actions. 
✓ You have the legal right to protect yourself. 
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EVERYONE who is sheltered in place is to remain there until contacted by law enforcement officials once 
the situation has been addressed and the scene is declared safe.   
 
How to respond when Law Enforcement arrives 
 
Law enforcement’s purpose is to stop the active shooter as soon as possible.  Officers will proceed 
directly to the area in which the last shots were heard. 

➢ Officers will respond appropriately and as directed. 
➢ Officers may wear regular patrol uniforms or external bulletproof vests, Kevlar helmets and 

other tactical equipment. 
➢ Officers may be armed with rifles, shotguns, handguns. 
➢ Officers may use pepper spray or tear gas to control the situation. 
➢ Officers WILL shout commands and may push individuals to the ground for their safety. 

 
How to react when law enforcement arrives: 

➢ Remain calm and follow officers’ instructions. 
➢ Put down any items in your hands (e.g., bags, jackets). 
➢ Immediately raise your hands and spread your fingers. 
➢ Always keep hands visible. 
➢ Avoid making quick movements toward officers such as holding on to them for safety. 
➢ Avoid pointing, screaming and/or yelling. 
➢ Do not stop to ask officers for help or directions when evacuating, just proceed in the direction 

from which officers are entering the premises. 
 
The first officers to arrive at the scene will not stop to help injured persons.  Expect rescue teams 
comprised of additional officers and emergency medical personnel to follow the initial officers.  These 
rescue teams will treat and remove any injured persons.  They may also call upon able-bodies individuals 
to assist in removing the wounded from the premises. 
 
Once you have reached a safe location or an assembly point, you will likely be held in that area by law 
enforcement until the situation is under control and all witnesses have been identified and questioned.  
Do not leave until law enforcement authorities have instructed you to do so.  
 
Recovery 
 
Sharing Information with Associates – The health and wellbeing of our guests, members and associates 
is critical.  As soon as possible after law enforcement has relinquished command and control of the 
scene, the COO/General Manager will develop information strategies to address guest, member, 
associate, and family questions related to event. 
 
Initially, the site of a violent incident will be secured as a crime scene.  After the authorities have 
completed their investigation and have released the crime scene, management will need to have the 
facility appropriately cleaned and sanitized.  Cleanup for the safe removal of bio-hazardous substances 
including blood borne pathogens must take place, yet must be sensitive, compassionate, and caring for 
the victims and/or deceased.  The bio-hazards remediation company that will provide services is: 
 

United Services | 124 Baker Road, Lake Bluff, IL  60044 | 847-816-9800 
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Effective coordination with the media and timely dissemination of information can help reduce media 
pressure on those who are the most vulnerable.  Assistance with associate benefits and other 
administrative issues can reduce the burden on victims and families.  Only the COO or President/Owner 
is authorized to speak on behalf of the facility to the media. 
 
Destination GN will identify trained mental health professionals through: 

• The Company’s Employee Assistance Program (EAP), ComPsych (as of January 2026).  Contact 
24/7 Live Assistance at 855-239-0743 or log in at https://www.guidanceresources.com/ with 
the web ID: Guardian. 

• The Wisconsin office of Victim-Witness Advocacy (1-800-446-6564 or ocvs@wisdoj.gov), the 
Walworth County Crisis Intervention Services (262-741-3200, request a crisis worker), Walworth 
County Dept of Health & Human Services, or local counseling & therapy providers who would 
be available to respond in the event of an incident.   

When an incident occurs, these emergency mental health consultants will provide as soon as possible 
any necessary physical, emotional and psychological support.   
 

Personal Protective Equipment 
 
Eye Equipment 
Protective eye and face equipment is provided and required where there is a reasonable probability of 
injury that can be prevented by such equipment. All associates are required to wear the prescribed eye 
and face protection to protect themselves from a hazardous environment. Eye PPE is regularly ordered 
by Grounds and Golf departments should you need protective eye equipment. 
 
Situations where suitable eye protection is required, but not limited to, machine operations, including 
mowers, leaf blowers and trimmers, power washers, or a combination thereof. Eye and face protection 
meets the following requirements: 

• Provide adequate protection 

• Reasonably comfortable 

• Fit snugly and do not unduly interfere with movements. 

• Durable 

• Capable of being disinfected 

• Easily cleanable 

• Kept clean and in good repair 
 
Gloves 
Latex and Kevlar gloves are provided to the kitchens and latex gloves to Housekeeping for their 
protection.  Contact the Culinary Director or Director of Housekeeping for gloves. 
 
Spikes 
Spikes are provided to those who are working snow removal or work outdoors in winter conditions for 
Snow Globe F&B, the Adventure Center or snow removal at any company location.  Please contact the 
Director of Grounds if your department needs spikes.  
 

https://www.guidanceresources.com/
mailto:ocvs@wisdoj.gov
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Safe Lifting Techniques 
 
Although not everyone has a position that requires lifting large or especially heavy objects, it’s 
important to follow the principles of safe lifting. Even small, light loads can wreak havoc on your back, 
neck, and shoulders if you use your body incorrectly when lifting. Backs are especially vulnerable; most 
back injuries result from improper lifting. Before you pick up an object, ask yourself; Is this too heavy for 
me to lift and carry alone?  How high do I have to lift it?  How far do I have to carry it?  If you feel that 
the lift is beyond your ability, contact your supervisor or ask another associate to assist you. 

• Take a balanced stance; feet placed shoulder-width apart. When lifting something from the floor, 
squat close to the load. 

• Keep your back in its neutral or straight position. Tuck in your chin so your head and neck continue 
the straight back line. 

• Grip the object with your whole hand, rather than only with your fingers. Draw the object close to 
you, holding your elbows close to your body to keep the load and your body weight centered. 

• Lift by straightening your legs. Let your leg muscles, not your back muscles, do the work. Tighten 
your stomach muscles to help support your back. Maintain your neutral back position as you lift. 

• Never twist when lifting. When you must turn with a load, turn your whole body and feet first. 

• Never carry a load that blocks your vision. 

• To set something down, use the same body mechanics designed for lifting. 
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Member/Guest Accident Report 

 
Name of Injured Person: ______________________________________________________________ 

 

Address: __________________________________________________________________________  

 

City:  _____________________________________  State: _______________  Zip: ______________ 

 

Phone: Home (_____)__________  Work (_____) _______________ 

 

Age: _______   Sex: _________  Height: __________  Weight:__________  Marital Status________ 

 

Date of Injury _______________  Time __________ a.m. / p.m.  Visibility__________________ 

 

Nature of Injury_______________________________ Body Part __________________________ 

 

Exact Location of Accident ______________________________________________________________ 

 

Cause(s) of Accident (unsafe acts and conditions) _____________________________________________ 

 

______________________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

Was medical assistance required:  Yes / No 

 

Explain: _______________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

Witnesses (include name and contact information) 

 

______________________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

Were photos taken of the scene of injury?  Yes / No 

 

Was the VP of Operations/General Manager notified?  Yes / No 

 

Comments: ____________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

Report completed by: ________________________________________  Date: _____________________ 
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Witness Statement – Third Party 
 

 

What did you see or hear? When did this occur? 

 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

 

Has the alleged harasser shown similar behavior toward others in the workplace? Describe such incidents, including 

names and statements made. 

 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

 

What did the complainant tell you? When did s/he tell you this? 

 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

 

Do you know of any other relevant information? 

 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

 

Do you know of other people who have relevant information? 

 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

 

 

_________________________________________________________  ________________ 

(Person taking statement)       Date 

 

 

I certify that I have reviewed this information and declare that it is accurate. 

 

 

_________________________________________________________  ________________ 

 (Associate’s signature and date)      Date 
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Investigation Report 

 

Section 1 

 

Associate Name: _________________________________________________ SS# __________________ 

 

Department/Position: ________________________________________________________________ 

 

Date of Injury: ____________________  Time of Injury __________________ a.m./p.m. 

 

Location of Incident: _________________________________________________________________________ 

 

Injury Description (part of body affected, or injured) : _______________________________________________ 

 

__________________________________________________________________________________________ 

 

What happened to cause the injury:  ______________________________________________________________ 

 

___________________________________________________________________________________________ 

 

Section 2 

 

Name of Witness No. 1: _____________________________  Department/Position _____________________ 

 

Description of what happened: _______________________________________________________________ 

 

________________________________________________________________________________________ 

 

 

Name of Witness No. 2: _____________________________  Department/Position _____________________ 

 

Description of what happened: _______________________________________________________________ 

 

________________________________________________________________________________________ 

 

Section 3 

 

Name of the person administering first aid, if any: _______________________________________________ 

 

Description of first aid given: _______________________________________________________________ 

 

________________________________________________________________________________________ 

 

Medical Facility to which injured was taken: ____________________________________________________ 

 

 

Safety concerns or action to be taken: __________________________________________________________ 

 

_________________________________________________________________________________________ 

 

 

Signature: ___________________________________________  Date: ___________________ 


