
 

MEMORANDUM  

Date:   October 22, 2025 

To:   Plan Commission  

From:  Don Harp, Principal Planner  

Subject: Special Use Permit #5-25 for a Shelter Facility Located at St. Joseph 

Congregation  

 
 
GENERAL INFORMATION 

Owner/Applicant: St. Joseph Congregation of Appleton c/o Ray Stadmeyer, owner, / Solanus 
Casey House c/o BSC Companies, Inc., Michael Duerkop, applicant   
 
Address/Parcel Number: 404 West Lawrence Street / 31-3-1042-00 
 
Petitioner’s Request: The applicant is requesting a Special Use Permit for a shelter facility located 
in the CBD Central Business District. The proposed use for this property is to open an emergency 
homeless shelter to shelter the unhoused in extreme weather conditions. 
 
Plan Commission Public Hearing Date: October 22, 2025  
 
Common Council Meeting Date: November 5, 2025  

 
 

BACKGROUND 

2009 St. Joseph Congregation in partnership with area congregations hosted and 

operated a temporary rotating shelter pursuant to Special Use Permit #12-09. 

Special Use Permit #12-09 expired on June 2, 2010.  The rotating shelter was 

implemented prior the establishment of the Pillars Adult Shelter located at 1928 West 

College Avenue.   

2025 On October 3, 2025, staff from the Police Department, Fire Department, Inspections 

Division, and Community Development Department conducted a courtesy inspection 

of the building to assess its safety, accessibility, compliance with applicable building 

and fire codes, and potential upgrade needs. Following the inspection, staff provided 

written correspondence to the applicant outlining the required building and fire code 

items that must be addressed prior to operating and occupying the building as a 

shelter. 

 

STAFF ANALYSIS  

Existing Site Conditions and Project Summary:   
 
Site Description 

• Parcel Size: ±1.98 acres. 
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• Existing Structures: Sanctuary, Friary, Great Hall and The Solanus Casey House. 
• Off-street parking with 115 spaces. 

 
Shelter Proposal 

• Location: Lower level of The Solanus Casey House. 
• Purpose: Seasonal shelter facility - November through April. 
• Days and Hours of Operation: 7 days per week, 6:00 p.m. – 9:00 a.m. 
• Shelter Size: ±5,224 sq. ft. gross floor area. 
• Capacity: Maximum of 40 individuals requested, subject to final building plan review. 
• Main Access: North-side entrance via alley. 
• Sleeping Arrangements: Separate areas for men and women. 

 
Operational Information: The applicant has provided a narrative and operational plan, which is 
included as an attachment to the staff report. This plan outlines key aspects of the shelter’s 
operations, including: 
 

• Volunteer Roles and Responsibilities: 
A description of volunteer duties, expectations, and supervision structure. 

 

• Operational Details: 
Information on hours of operation, services provided, and daily procedures. 

 

• Emergency Action Plan: 
Protocols for handling emergencies, including evacuation procedures, medical situations, 
and coordination with emergency services. 

 
In summary, the shelter’s operational plan outlines clear protocols and expectations for both 
volunteers and guests. These measures are designed to ensure a safe and secure environment. 
 
Current Zoning and Procedural Findings: The subject property has a zoning designation of CBD 
Central Business District. Per Section 23-114(e) of the Municipal Code, a shelter facility requires a 
Special Use Permit in the CBD Central Business District. To permit a shelter facility, the Plan 
Commission makes a recommendation to the Common Council who will make the final decision on 
the Special Use Permit.  A two-thirds (2/3) vote of the Common Council is required for approval. 
  
Surrounding Zoning and Land Uses: The surrounding area is under the jurisdiction of the City of 
Appleton (north, south, east, and west).  The uses are generally commercial and residential in 
nature. 
 
North: CBD Central Business District. The adjacent land uses to the north are currently 

commercial with a mix of 2nd floor residential dwelling units. 
 
South: CBD Central Business District. The adjacent land uses to the south are currently the 

Appleton Police Station and the Fox Cities Exhibition Center. 
 
East: CBD Central Business District. The adjacent land use to the west is currently the Hilton 

Appleton Paper Valley. 
 
West:  CBD Central Business District. The adjacent land uses to the east are residential dwelling 

units and off-street parking lot. 
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Appleton Comprehensive Plan 2010-2030: Community Development staff reviewed this proposal 

and determined it appears to be consistent with the Central Business District designation shown on 

the City’s Comprehensive Plan 2010-2030 Future Land Use Map. The current CBD Central 

Business District zoning classification identifies shelter facilities as special uses.  Places of worship 

are permitted uses in the CBD District. In the case of St. Joseph Congregation, temporary housing 

for those in need is an extension of their longstanding commitment to offering community services.  

Development Review Team (DRT) Report: This item appeared on the September 30, 2025 DRT 

agenda. No negative comments were received from participating departments. 

Zoning Ordinance Requirements and Substantial Evidence: When reviewing an application for 

a Special Use Permit, the City must determine if the applicant’s proposal satisfies Municipal Code 

requirements and conditions. Pursuant to Section 23-66(c)(5) of the Municipal Code, the Plan 

Commission and Common Council must provide substantial evidence supporting their decision to 

approve, approve with conditions, or deny the Special Use Permit. Substantial evidence means 

“facts and information, other than merely personal preferences or speculation, directly pertaining to 

the requirements and conditions an applicant must meet to obtain a Special Use Permit and that 

reasonable persons would accept in support of a conclusion.” Any requirements and conditions 

listed for approval must be reasonable, and to the extent practicable, measurable. 

Finding of Fact:  This request was reviewed in accordance with the standards for granting a 

Special Use Permit under Section 23-66(e)(1-8) of the Municipal Code:  1. proper zoning district: 

CBD zoning allows for a shelter facility as a special use permit; 2. zoning district regulations: the 

district regulations appear to be satisfied pursuant to the attached development plan; 3. special 

regulations: there are no special regulations established in Section 23-66 for shelter facilities;  4. 

consistent with comprehensive plan and other plans: yes, see above analysis; 5. traffic: the 

proposed use is not expected to create undue traffic congestion, it’s anticipated the shelter 

volunteer’s will utilize the existing off-street parking lot to park their vehicles; 6. landscaping and 

screening: not applicable to the proposed shelter facility, the CBD District allows 100% lot coverage;  

7. neighborhood compatibility with predominant land uses in this area: The proposed location for 

the shelter facility appears well-suited for this use due to its proximity to community support 

services, public transit, and the Appleton Police Station. As an extension of St. Joseph’s 

Congregation’s longstanding commitment to community service, the shelter’s operational plan 

outlines clear protocols and expectations for both volunteers and guests. These measures are 

designed to ensure a safe and secure environment while maintaining compatibility with existing 

land use patterns.8. impact on services: the City has existing utilities, services and equipment in 

place to serve this proposed shelter facility. These standards were found in the affirmative, as long 

as all recommended stipulations are satisfied. 

 
 
RECOMMENDATION 

Staff recommends, based on the above analysis, that Special Use Permit # 5-25 for a shelter facility 
at 404 West Lawrence Street (Tax Id #31-3-1042-00), as shown on the attached development plan 
and per attached plan of operation, along with the attached resolution, BE APPROVED to run with 
the land, subject to the following conditions:  
 

1. All applicable codes, ordinances, and regulations including but not limited to Fire, Building, 
Health, and Noise Codes and the Plan of Operation shall be complied with.  
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a. The walk-through inspection comments provided by the Building Inspection Division, 

Fire Department and Community Development Department dated October 3, 2025 shall 
be addressed by owner to the satisfaction of the respective City staff prior to construction 
activities, operating and occupying of the subject site for the shelter facility. 
 

b. All required permits shall be applied for and obtained by the owner/applicant prior to 
construction activities, operating and occupying of the subject site for the shelter facility. 

 
c. Maximum occupancy for the shelter shall be posted within the building by the Appleton 

Fire Department pursuant to approved building plans for the shelter facility.  
 

Substantial Evidence: This condition assures the applicant understands they must obtain all 
necessary permits, follow the City’s Municipal Code and all applicable State and Federal 
laws which they are required to follow while operating a shelter at the subject site; failure to 
follow City, State and Federal regulations may result in revocation of their Special Use 
Permit to operate the shelter facility at this location.  

 

2. The Special Use Permit shall be deemed null and void if the use is abandoned for a period 
of twelve (12) consecutive months, a building permit and/or occupancy permit has not been 
obtained, or the use has not been established within twelve (12) months after Common 
Council approval, pursuant to Section 23-66(f)(1) of the Municipal Code. 
 
Substantial Evidence: Standardized condition that establishes an expiration of twelve (12) 
months for the current application if a building permit has not been obtained or the use has 
not been established. 
 

3. Any deviations from the approved development plan or plan of operation may require a 
major or minor amendment request to this Special Use Permit, pursuant to Section 23-66(g) 
of the Municipal Code.   
 
Substantial Evidence: Standardized condition that establishes parameters for the current 
application and identifies the process for review of any future changes to this proposed use. 



 

 

 

 

 

 
 

 
Pillars values the partnership with St. Joseph Parish as we worked in collaboration to keep members of our 
community safe and warm in freezing temperatures throughout the winter months. Pillars envisions a creative, 
compassionate community that collaborates to find innovative, effective solutions so experiences of homlessness are 
rate and brief and everyone has a place to call home. We cannot do this work alone and appreciate the partnership of 
St. Joseph Parish to provide shelter when conditions are dangerous and everyone deserves the dignity of a warm 
place to remain safe. 
 
Pillars is committed to operating two shelters that house 135 individuals and families each day. We are further 
committed to providing shelter when the temperatures are 10 degrees or lower to those who otherwise would be 
sleeping outside but both our financial and staff resources do not allow us to fill this need alone. We value all 
community support that comes forward and provides space for the most vulnerable.  
 
Sincerely, 
 
Jennie Moore 
Client Services Director 
Pillars, Inc.  
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CITY OF APPLETON 
RESOLUTION FOR SPECIAL USE PERMIT #5-25 

SHELTER FACILITY 
404 WEST LAWRENCE STREET 

 
WHEREAS, St. Joesph Congregation of Appleton, has applied for a Special Use Permit to establish a shelter 
facility, located at 404 West Lawrence Street, also identified as Parcel Number #31-3-1042-00; and 
 
WHEREAS, the proposed use is located in the CBD Central Business District, and the proposed use may be 
permitted by Special Use Permit within this zoning district pursuant to Chapter 23 of the Municipal Code; and 
 
WHEREAS, the City of Appleton Plan Commission held a public hearing on October 22, 2025 on Special Use 
Permit #5-25, at which all those wishing to be heard were allowed to speak or present written comments and 
other materials at the public hearing; and 
 
WHEREAS, the City of Appleton Plan Commission has reviewed and considered the Community Development 
Department’s staff report and recommendation, as well as other spoken and written evidence and testimony 
presented at the public hearing; and 
 
WHEREAS, the City of Appleton Plan Commission reviewed the standards for granting a Special Use Permit 
under Sections 23-66(e)(1-8) of the Municipal Code; and 
 
WHEREAS, the City of Appleton Plan Commission reviewed the standards for imposing conditions on the 
Special Use Permit under Section 23-66(c)(5) of the Municipal Code, and forwarded Special Use Permit #5-25 
to the City of Appleton Common Council with a   favorable conditional      or       not favorable      (CIRCLE 
ONE) recommendation; and 
 
WHEREAS, the City of Appleton Common Council has reviewed the report and recommendation of the City of 
Appleton Plan Commission at their meeting on November 5, 2025. 
 
NOW, THEREFORE, BE IT RESOLVED, DETERMINED AND ORDERED by the Common Council, based on 
Community Development Department’s staff report and recommendation, as well as other spoken and written 
evidence and testimony presented at the public hearing and Common Council meeting, and having considered 
the recommendation of the City Plan Commission, that the Common Council: 
 
1. Determines all standards listed under Sections 23-66(e)(1-8) of the Municipal Code are found in the 

affirmative     YES     or     NO      (CIRCLE ONE) 
 
2. If NO, the City of Appleton Common Council hereby denies Special Use Permit #5-25 to establish a shelter 

facility, located at 404 West Lawrence Street, also identified as Parcel Number #31-3-1042-00 based upon 
the following standards and determinations: (List reason(s) why the Special Use Permit was denied) 

 
3. If YES, the City of Appleton Common Council hereby approves Special Use Permit #5-25 to establish a 

shelter facility, located at 404 West Lawrence Street, also identified as Parcel Number #31-3-1042-00, 
subject to the following conditions as they are related to the purpose of the City of Appleton Municipal Code 
and based on substantial evidence: 
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CONDITIONS OF APPROVAL FOR SPECIAL USE PERMIT #5-25: 
 
 

A. All applicable codes, ordinances, and regulations including but not limited to Fire, Building, Health, and 
Noise Codes and the Plan of Operation shall be complied with.  
 
1. The walk-through inspection comments provided by the Building Inspection Division, Fire Department 

and Community Development Department dated October 3, 2025 shall be addressed by owner to the 
satisfaction of the respective City staff prior to construction activities, operating and occupying of the 
subject site for the shelter facility. 
 

2. All required permits shall be applied for and obtained by the owner/applicant prior to construction 
activities, operating and occupying of the subject site for the shelter facility. 

 
3. Maximum occupancy for the shelter shall be posted within the building by the Appleton Fire 

Department pursuant to approved building plans for the shelter facility.  
 

B. The Special Use Permit shall be deemed null and void if the use is abandoned for a period of twelve (12) 
consecutive months, a building permit and/or occupancy permit has not been obtained, or the use has 
not been established within twelve (12) months after Common Council approval, pursuant to Section 23-
66(f)(1) of the Municipal Code. 

 

C. Any deviations from the approved development plan or plan of operation may require a major or minor 
amendment request to this Special Use Permit, pursuant to Section 23-66(g) of the Municipal Code.   

 

 
 
Adopted this ______ day of ____________________________, 2025. 
 
 
 
        _____________________________________ 
        Jacob A. Woodford, Mayor  
ATTEST: 
 
 
_____________________________________ 
Amy Molitor, City Clerk 
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PLAN OF OPERATION AND LOCATIONAL INFORMATION 

SHELTER FACILITY  

 

 

1. Location by Address and Name of the Shelter Facility: 404 West Lawrence Street Appleton, WI 

54911, The Solanus Casey House 

 

2. Years of Operation. 1. 

 

3. Proposed Shelter Facility Type: (provide written definition of the proposed shelter facility (e.g. adult 

only or family, warming, and or emergency) 

 

Adult only, emergency shelter for both men and women.  

 

· Proposed Months of Operation: November 15th to April 30th.

 

· Proposed Days of Operation: 166 days. 

 

· Proposed Hours of Operations: 6pm – 9am. 

 

 

4. Maximum Capacity of the Shelter Facility:  

 

· Proposed Capacity: 40 persons maximum.

 

 

5. Shelter Purpose & Mission (provide written description) 
 

The purpose of the shelter is to provide a safe, welcoming environment to our neighbors experiencing homelessness 

during extreme weather conditions. The mission of the shelter is: Provide a safe, welcoming environment to our 

neighbors experiencing homelessness during extreme weather conditions; as well as ensure basic needs are met by 

offering compassionate respite from the elements. 
 

6. Registration Process (provide written description of check in procedure, screening process, 

restrictions (e.g. sober-only, women or men-only, or families) 
 

· Registration of new guests will always take place in a private space. 

· To enter the shelter, guests must be ambulatory enough to get in and out of bed on their own, as 

well as take care of bathroom and hygiene needs independently.  

· The shelter is a co-ed adult only shelter serving adult men and women at least 18 years of age. 

· A guest may only stay in the shelter if registration is fully completed.  

· Guests will be asked if they have any forms of identification. All identification provided will be 

scanned and attached to the neighbor’s registration form.  

· Consent for entry into the Coordinated Entry System will be sought, and if the guest is not a 

current participant, entry into the coordinated entry system will occur. 

· Guests are required to disclose any legal conditions or court orders placed upon them that they are 

required to fulfill or abide.  

· Guests will be asked if they have any medications to declare. If so, the medication(s) will be 

stored according to the instructions on the package in a secure area. This storage process, and the 

access process will be explained along with a detailed log of each medication used attached to the 

guest’s registration form.  
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· Guests will be asked if they have any health conditions that shelter personnel need to be aware of,

or any other accommodation that may need to be considered during their stay at the shelter.

· Guest’s bags, coats, jackets, vests, or other articles with pockets or the ability to conceal an item

will be checked during the registration process.

· Guests cannot bring weapons, drugs, drug paraphernalia, alcohol or open beverage containers on

to the premises of the shelter, and all water bottles must be emptied prior to entry. 

· Registration and Admission to the shelter will be denied for the following reasons:

o Guest(s) does not meet the basic eligibility requirements for shelter admission.

o Guest(s) have a court order or warrant against them that prohibits admission.

o Guest(s) are displaying violent or threatening behavior.

o Guest(s) has an infectious disease or appears to be ill and poses a threat to themselves and

other guests.

· Guest(s) will sign expectations form acknowledging they understand the behavior expectations,

criteria for involuntary departure, and grievance procedures. These will be read aloud to each guest.

·    Based on staff availability, the indoor and outdoor security cameras will be monitored by

      volunteers to ensure that no large lines of guests are formed prior to the opening of the shelter.

Upon opening of the shelter, shelter personnel will usher guests inside the facility in a orderly fashion.

Shelter guests will be directed to line up against the North end of the facility and are prohibited to

gather in the alleyway.
 

7. Operation Details (provide written description of sleeping and access to basic necessities/hygiene 

accommodations, meals (e.g. breakfast lunch and dinner service), security and safety protocol process 

and procedures)  

 

· SEE ATTACHED 

 

8. Supportive Services (provide written description of supportive services provided (e.g. case 

management, social services or staff to assist guests with apply for public benefits, healthcare and 

treatment services, employment, permanent housing) 

 
Due to the emergency nature of the shelter, supportive services are not provided. However, guests who are not 

admitted, or are involuntarily removed from the shelter, are provided with a list of resources and additional shelters 

to visit at their discretion.

 
9. Rules and Polices (provide written description of code of conduct curfews and quite hours)

• Expected to demonstrate responsibility for themselves and their actions.

• Expected to abstain from behavior that is disruptive and unacceptable to others.

       • Expected to keep sleeping space and common areas clean, excessive damage to the shelter

          property may in involuntary exit from the shelter

• Supervised smoke only in designated areas and at designated times.

• Expected that guests are responsible for your belongings and may not buy, sell, or trade, with

   others.

• Weapons such as firearms or long blade knives are not allowed in the shelter, and nothing may be

used as a weapon.

• Possession, use, or distribution of alcohol or illegal substances is not allowed on the shelter
premises.

• Everyone is entitled to shelter whether they use substances. As a result, admission, discharge, and

service restriction policies will not be based on substance use alone, however substance use is

prohibited on the shelter premises.
• Quiet time begins at 8:00 pm, all guests, phones and other electronic devices must be silent by this
time.
• Re-entry to the shelter is prohibited after 9:00 pm or after voluntarily leaving the shelter. How-
ever, exceptions may apply on a case-by-case basis from shelter management. (e.g. a guest works a
shift that ends later than 9:00 pm).
• Guests will have use of restroom facilities on a supervised basis to prevent of prohibited sub-
stances.
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10. Number of Staff: 

 

Number of On-Site Staff Members During Operation Hours: 5-8.

 

11. Off-street parking spaces: 

 

Number of spaces existing on-site: 115 

 

12. Describe the Location and Type of Outdoor Security Lighting:  

 
Security lighting is placed along the east side of the church building and entry way. All existing security 

lighting will continue to be maintained in accordance with the church's maintenance plan. Additional security

cameras will be installed in the shelter intake spaces, outdoor alleyway, and key areas inside the shelter facility.
 

13. Describe the Location and Type of fencing and landscape buffering from adjacent uses 

No fencing currently exists between adjacent uses; however, a shared alley is in between the church and 

the nearest adjacent use. 
 

 

14. Location of registration area and distance (feet) from adjacent residential and commercial uses: 

 

The registration area is within the building itself. The entrance to the registration area is approximately 30 

feet away from the nearest adjacent commercial use. 

 
 

 

 

 

 

 

The shelter personal will actively monitor the security camera screen(s).
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SHELTER EMERGENCIES  

 
                                                                     
Introduction 
 
This Emergency Action Plan (EAP) establishes guidelines for all reasonably foreseeable 
shelter emergencies.  Because each emergency situation involves unique 
circumstances, the guidelines provide general guidance only.  Thoughtful actions based 
on situation assessment are always required when responding to an emergency.  It is 
also important to note that emergency guidelines do not necessarily represent
sequential series of steps.
 
Special Note:  Safety and health are the overriding priorities in all emergency situations.  

Think before you act and… if you see something, say something! 
 
General Information (Refer to “EAP Position and Personnel Roster”) 
 
Emergencies can be identified as Medical, Fire, Severe Weather, Bomb Threats, 
Chemical Spills, Terrorist Attacks, Criminal Acts, Extended Power Loss, etc.  Personnel 
should identify these emergencies and report them to the Emergency Coordinator and 
CALL 911 to alert Police.  The local Emergency Services respond to emergencies. 
 
Assembly Area – St. Joseph's Catholic Church West Parking Lot
 
Alerting Personnel 
 
The following apply during fires and other shelter emergencies requiring evacuation:
 
• The fire alarm will be activated, personnel and guests will calmly evacuate using 
     designated escape routes giving vocal alarms of “FIRE”, etc.
• Personnel will look into rooms as they leave the shelter and notify all persons to exit; do

not delay your evacuation for this purpose.
• Personnel & guests will assemble and remain in the evacuation Assembly Area. 
      Leaving the group or failing to report to the evacuation Assembly Area can cause         
      unnecessary effort locating personnel or guests believed to be missing.
• Immediately notify the Emergency Coordinator of missing or unaccounted 
       for personnel or guests.
• Stay alert and listen for instructions.
• Await guidance to disperse, return to the building or take additional measures.
• In the event of a Medical or other emergency that does NOT require evacuation,

CALL 911 to alert Police and notify the Emergency Coordinator. 
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ROLES & RESPONSIBILITIES                                                                                   
 

 
Refer to “EAP Position and Guests in House Roster”
 
Authority: Emergency Coordinator, Room Captains, and Aides for Persons with 
Disabilities are responsible only for evacuating personnel and guests out of the 
shelter and assisting personnel and guests to the Assembly Area. Upon their arrival, 
Emergency Services (Incident Commander) will assume command.

 
A. Emergency Coordinator (EC)
 
Non-Emergency Responsibilities: 
 
• Ensure the dissemination, implementation and updating of the EAP.
• Review and update EAP annually.
• Ensure personnel are assigned to all EAP positions.
•    Conduct monthly training exercises to optimize emergency response.
• Conduct and document an After Action Review following any emergency event and

provide a copy to the organization’s Director.
•    The EAP will be maintained in accordance with Federal and State guidance.
 

• Emergency escape procedures and emergency escape route assignments.
• Procedures to be followed by personnel who remain behind to operate/conduct

critical operational requirements before they evacuate.
• Procedures to account for all personnel and guests following evacuation.

 
Duties/Responsibility during an Emergency: 
 
• Ensure Room Captains initiate and complete accountability and/or evacuation, 
and verify that all rooms are cleared as reported by Room Captains.
• Coordinate the orderly evacuation of personnel and guests when needed.
• Obtain accountability for our personnel and guests following the
      incident and/or evacuation.
• Provide Emergency Response personnel with necessary facility information.
• Notify Emergency Response of unaccounted for personnel or guests.
• Complete After Action Review form with 24 hours of incident.

B. Room Captain (RC)

A minimum of one room captain will be assigned to each zone (see Attachment 1). 

Non-Emergency Responsibilities:

• Understand the building's emergency procedures and be prepared to assume
his/her responsibilities promptly and calmly in an emergency.
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• Maintain an accurate roster of all guests assigned to his/her zone, which will be
provided daily following intake and upon the arrival of any new guests.

Duties/Responsibilities during an Emergency:

• Put on a vest, take your cellphone, radio and copy of the EAP Position and Guests 
in House Roster and ensure accountability for all guests in your zone.
• During an evacuation, clear people out of each room in your zone and exit via the   
stairwells; remind guests NOT to use the elevator, as it will be taken out of service. 
Radio to Emergency Coordinator that each room is clear once you've cleared it. 
• Upon arrival at the Assembly Area, confirm all guests and personnel are present or
are otherwise accounted for (e.g., illness, travel, vacation, meetings).
• Immediately notify Emergency Coordinator of unaccounted for/missing personnel or 
guests.

C. Aide for Persons with Disabilities (APD) 
Non-Emergency Responsibilities:

 
• Understand the building's emergency procedures and be prepared to assume 

his/her responsibilities promptly and calmly in an emergency. 
 
Duties/Responsibilities during an Emergency: 
 
• Put on vest, take your cellphone and copy of the EAP Position and Guests in   
House Roster.
• Locate the Mobility Impaired Person(s) and assist them in getting to the designated

assembly area.
• Contact the Emergency Coordinator via the contact information located on your

roster and let them know where you are located and that you have arrived there 
safely with the person needing assistance.

• Continue to wait in assembly area until flashing strobes/alarms have been 
silenced. Once the alarm has been shut off, assist the person back to their 
sleeping area or into the building if applicable. 

 
D. All other Personnel 

 
• Understand all information in the EAP.
• Read updates to the EAP when provided.
• Know the names and contact info for personnel serving as EC/RC/APD, where to

find the AED, evacuation routes and procedures, Assembly Area location.
 

 
 
 

 E. Radio Channel Assignments

• Channel 1 - General channel for all communication
•    Channel 2 - As needed for specific private communication
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GENERAL INSTRUCTIONS FOR REPORTING                                                  
EMERGENCIES                   

 
          
Summon emergency assistance by CALLING 911  
 
Be prepared to provide the following information: 
 
• Your name and location. 
 
• Phone number from where the call is being made. 
 
• Location of the emergency, including facility name, building floor, room #, full address.
 
• Type of emergency:  
 

 Medical 
 Fire 
 Confined Space Rescue 
 Hazardous Material 
 Criminal Act 
 Bomb Threat 

 
• Other important Information: 

 
 Number and condition of victims. 
 Location and extent of situation, hazard, fire, etc. 
 Involvement of Hazardous Materials (as available, give product name and/or 

describe any markings, labels or placards). 
 
• What is needed 
 
DO NOT HANG UP FIRST.  Let emergency personnel hang up first. 
 
After the call, station someone to direct Emergency Response personnel to the scene of 
the emergency. 
 
 
 
 
 
 

911 

SHELTER ADDRESS:
404 WEST LAWRENCE STREET 

APPLETON, WI 54911
EMERGENCY PERSONNEL 

SHOULD USE DOORS 1 AND 6

Michael Duerkop
Rectangle
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MEDICAL EMERGENCIES                                                         

 
 
Survey the scene; evaluate personal safety issues. 
 
Request assistance (SHOUT FOR HELP) 
 
If needed, Call 911
 
Provide the following information: 
• Number and location of victim(s) 
• Nature of injury or illness 
• Hazards involved 
• Nearest entrance (emergency access point) 
 
Alert trained employees to respond to the victim’s location and bring a first aid kit or 
Automated External Defibrillator (AED). 
 
Location of First Aid Kits and Automated External Defibrillator(s) 
 
First Aid Kit Shift Lead's Desk
Automated External Defibrillator Shift Lead's Desk
 
Procedures
• Only trained responders should provide first aid assistance.
• Do not move the victim unless the victim’s location is unsafe.
• Take “universal precautions” to prevent contact with body fluids and exposure to

bloodborne pathogens.
• Appoint someone to meet the ambulance at the nearest entrance or emergency 
      access point; direct them to victim(s).
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FIRES                                                                                
 

 
Fire Emergency Plan 
 
If a fire is reported, pull the fire alarm, (if available and not already activated) to warn 
occupants to evacuate. Then Dial 911 to alert Fire Department. Provide the following 
information:  
 
• Business name and street address
• Nature of fire
• Fire location (portion of building and floor)
• Type of fire alarm (detector, pull station, sprinkler/waterflow) 
• Location of fire alarm (portion of building and floor)
• Name of person reporting fire
• Telephone number for return call
 
***Emergency Coordinator and Room Captains to direct evacuation of personnel***
 
Evacuation Procedures 
 
• Room Captains grab designated jump bag containing emergency supplies and 
rosters before evacuating.
• Evacuate building along assigned evacuation routes to primary assembly area 
outside.
• Radio to Emergency Coordinator that each room in assigned zone is clear, as 
it is cleared by Room Captain. 
• Prohibit use of elevators.
• Evacuation team to account for all personnel and guests at the Assembly Area.
• Radio to Emergency Coordinator total number of guests evacuated. 
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ACTIVE SHOOTER AND
SHELTER VIOLENCE

 
 

Profile of an Active Shooter 
 
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.  
 
How to respond when an Active Shooter is in your vicinity 
 

 
 

• Hide in an area out 
of the active 
shooters view 

• Block entry to your 
hiding place and lock 
doors. 

• As a last resort and 
only when your life is 
in imminent danger. 

• Attempt to 
incapacitate the 
active shooter 

• Act with physical 
aggression and 
throw items at the 
active shooter 

1. Evacuate 2. Hide Out 3. Take Action 
• Have an escape

route and plan in 
mind

• Leave your 
belongings behind

• Keep your hands
visible

•    Use radio with
      discretion.

 
 **********************CALL 911 WHEN IT IS SAFE TO DO SO******************************* 

 
 
How to respond when Law Enforcement arrives on the scene 
 
How you should react when Law 
Enforcement Arrives 

 

• Remain calm and follow officers 
instructions 

• Immediately raise hands and 
spread fingers 

• Avoid making quick movements 
towards officers such as attempting 
to hold 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 
the officers entered the premises.  

 
 
Information you should provide to Law Enforcement 

• Location of active shooter 
• Number of shooters, if more than one 
• Physical description of shooter(s) 

• Number and type of weapon(s) 
• Number of potential victims at the 

location 
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BOMB THREATS                                                   

 
 
Phone Bomb Threat  
 
• Stay calm – do not alarm others.
 
• Notify Emergency Coordinator who will report the threat to law enforcement by

 CALLING 911.  If no one else is present, you make the call.
 
• Fill out the Bomb Threat Card (See Attachment 2) to assist responding agency.
 
• Decision to evacuate the building will be made by law enforcement personnel.
 
• Take the Bomb Threat Card with you if the building is evacuated.
 
Written Bomb Threat  
 
• Remain calm and leave the message where it is found.
 
• Do not handle the document any more than necessary to preserve fingerprints and

other evidence.
 
• Do not alarm others.
 
• Notify Emergency Coordinator who will report the threat to law enforcement by

 CALLING 911.  If no one else is present, you make the call.
 
• Do not give information to anyone except supervisor and law enforcement

personnel.
 
 

 
 
 
 
 
 

 
 

http://images.google.com/imgres?imgurl=http://www.drillspot.com/pimages/135/13553_300.jpg&imgrefurl=http://www.drillspot.com/products/65624/Prinzing_2024_Msds_Binder&h=300&w=300&sz=128&hl=en&start=310&um=1&tbnid=86JnjWHEMjXG3M:&tbnh=116&tbnw=116&prev=/images%3Fq%3Dhazardous%2Bmaterials%26start%3D300%26ndsp%3D20%26um%3D1%26hl%3Den%26sa%3DN�
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SEVERE WEATHER                                                    
AND NATURAL DISASTERS 

 
 

 

 

 

Blizzard: 
• Stay calm and await instructions from the Emergency Coordinator. 
• Stay indoors! 
• If there is no heat: 

o Close off unneeded rooms or areas. 
o Stuff towels or rags in cracks under doors. 
o Cover windows at night. 

• Eat and drink. Food provides the body with energy and heat, and fluids prevent 
dehydration. 
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EXTENDED POWER LOSS                                                                                            
 

 
In the event of extended power loss certain precautionary measures should be taken 
depending on the geographical location and environment of the facility:
 

• Unnecessary electrical equipment and appliances should be turned off in the event 
that power restoration would surge causing damage to electronics and effecting
sensitive equipment. Use radios for communication if phone lines are down.
 

 

• Equipment that contain fluids that may freeze due to long term exposure to freezing 
temperatures should be moved to heated areas, drained of liquids, or provided with 
auxiliary heat sources. 

 
Upon Restoration of heat and power: 
 
• Electronic equipment should be brought up to ambient temperatures before 

energizing to prevent condensation from forming on circuitry. 
 
• Fire and potable water piping should be checked for leaks from freeze damage after

the heat has been restored to the facility and any water turned back on.

 

 

 
 
 
 
 
 
 
 
 
 
 

• Notify the power company by calling and reporting an outage. Record the time that the 
outage began on this page. (WE Energies 1-800-662-4797)

Outage Start Time: ______________ Outage End Time: ______________

Michael Duerkop
Rectangle
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ATTACHMENT 1                                                                                        Zone Listing   
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ATTACHMENT 2                                                                            Bomb Threat Card 
 

 

 
 
 
 



14 

ATTACHMENT 3                                                                                        Emergency Contact List
 

 

EMERGENCY CONTACT LIST (UPDATED 10/7/2025)

Agency Contacts
Shelter Phone (Access code 404040)                         920-570-3128
Appleton Police Non-Emergency Phone                     920-832-5500
Appleton Utilities (Water & Sewer)                              920-832-5580
Fox Cities Job Center                                                  920-997-3272
Howard Johnson Hotel                                                920-725-2733
Leaven                                                                         920-738-9635
Mental Health Walk-In Clinic                                        920-832-5270
Mental Health 24 hr. Crisis Line                                   920-832-4646
National Suicide Prevention Line                                 800-273-8255
Nurse Direct                                                                 920-738-2230
Pillars Adult Shelter                                                      920-734-9192
Poison Control                                                              800-222-1222
Sexual Assault Crisis Center Fox Cities                       920-733-8119
Veteran's Crisis Line                                                     800-273-8255 x. 1
WE Energies (Electricity & Natural Gas)                       800-662-4797

BSC Companies Contacts
Brother Ray Stadmeyer                                                313-826-8800
Larry Mauthe                                                                 920-268-3267
Andrea Bartel-Riffle                                                       920-841-3322
Jim Cahall                                                                      920-850-2177
Ken Hartman                                                                 920-284-2295
Mel Mailand                                                                   920-915-0598
Mike Mailand                                                                 920-915-7901
Mike Pusnik, (St. Joe's Facilities Manager)                   920-378-2023
Julie Zimpel (Nurse)                                                      920-676-9648
Steve Wuerger (Board of Directors)                              920-470-0456
Michael Duerkop (Board of Directors)                           715-651-1759
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ATTACHMENT 4                                                          Emergency Jump Bag Inventory
 

 
Emergency jump bags must be stocked with the following items. With 
inventory taken weekly and restocked as needed.

Each Jump Bag Must Contain the Following:
• 1x Laminated copy of Emergency Contact List
• 1x Laminated copy of Facility Map and Evacuation Routes
• 1x Small notepad and sharpened pencil & handheld pencil sharpener
• 1x Disposable whistle
• 25x Mylar emergency blankets
• 5x Packages of hand-warmers
• 2x Winter hats
• 2x Winter gloves
• 1x Flashlight
• 1x Basic First Aid Kit
• 10x Surgical face masks
• 2x Fluid Ounce Bottle of Hand Sanitizer
• 10x Shelf stable snacks
• 2x Bottles of Water
• 2x Kleenex Pocket Pack of Facial Tissues
• 1x Plastic trash bag (for waste)

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


