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[bookmark: _TOC_250020]Objective
This plan can be enacted [24 hours a day, 7 days a week –or‐ state limitation].

Water leakage events are the single most frequent loss event that affects  hotels in Alberta. Proper response	and	mitigation	can	help	to	ensure	that	this	highly probable event is mitigated and managed, allowing the hotel to return to operations as quickly as possible.

The objective of this plan is to safely address and mitigate the damage from a water leakage event at any time, in order to ensure continued hotel operations, by:

1. Initiate the plan.
2. Identify the source of the water leak.
3. Promptly stop the flow of the water.
4. Contain damage and begin mitigation efforts.
5. Enlist 3rd party mitigation and restoration contractors.
6. Recover from the event and re‐establish operations.
7. Efficiently coordinate with insurance companies to ensure smooth claims process.

The above points rely on the most important aspects of a successful emergency response plan:
· Documentation of the location of water (both domestic, sprinkler and process) shutoff valves;
· Persons with authority to shut off water supplies at all times;
· Accurate and current response plans with annual, or more frequent, revision/audit.


[bookmark: _TOC_250019]Emergency Response Team (ERT)

	Role
	Employee
	Office Phone
	Home Phone
	Cell Phone

	Person in Charge
	[Assign]
	
	
	

	Alternate Person in Charge
	[Assign]
	
	
	

	Response Coordinator
	[Assign]
	
	
	

	Alternate Response Coordinator
	[Assign]
	
	
	

	Claim Coordinator
	[Assign]
	
	
	

	Alternate Claim Coordinator
	[Assign]
	
	
	


[bookmark: _TOC_250018]Before the Plan
[bookmark: _TOC_250017]Training
Ensure that an annual training and update is conducted on the Plan to ensure all parties are fully aware of their roles and responsibilities. Additional detail can be found in the Annual Review section.

Persons Responsible: [Assign]

[bookmark: _TOC_250016]Ability to Respond
Ensure that primary and critical valves are exercised on a regular basis (every 1‐3 years to ensure they are capable of seating into the fully‐closed position.

Persons/Department Responsible: [Assign]

[bookmark: _TOC_250015]Types of Valves
Main – Water shut off to the facility or an entire building Primary – Water shut off to floors, wings or large areas Critical – Water shut off over critical equipment


[bookmark: _TOC_250014]Initiation of Plan
When a water leakage event is discovered, staff are trained to call a [Code Blue or appropriate coding].

[Code Blue or appropriate coding] is designed to alert both the Persons in Charge as well as the Response Coordinators.

[Maintenance] personnel are instructed by the Person in Charge to respond to the [Code Blue] immediately and begin the Action Plan.

The Persons in Charge and the Response Coordinators will work together to guide the response procedures and ensure that the Action Plan is adhered to.

If asbestos is present in the facility, it is the responsibility of the [Response Coordinators] to ensure that presence in the affected area is verified and that Action Plans are properly amended for safety of responding staff.

The Claims Coordinators will seek to contact the affected Departments and instruct them on the Action Plan procedures as they pertain to the Claim.

The tasks in the Action Plan will be conducted under the responsibility of the appropriate people  in  the  Emergency  Response  Team  (ERT.	These  people  may  delegate  tasks (example: if powering down electrical equipment is the responsibility of the Maintenance Manager, but may be delegated to an electrical technician/fitter.



Remember – the first part of your   emergency response plan should be to SHUT THE WATER OFF 

[bookmark: _TOC_250013]Available Response Resources
[bookmark: _TOC_250012]Water Shut Off Valve Listing
A detailed list of the water shut off valves (for domestic, cooling and fire protection) can be found at [location]. Please adjust the fields below to your unique hotel building

[bookmark: _TOC_250011]Main Valves
Water shut off to the facility or an entire building.
	Area Controlled
	Type
	Valve Location
	Picture

	[Building 1]
	[Domestic]
	[Building 1 Basement room B31]
	

	[Building 1]
	[Fire Protection]
	
	

	[Building 2]
	[Domestic]
	
	

	[Building 2]
	[Fire Protection]
	
	



[bookmark: _TOC_250010]Primary Valves
Water shut off to floors, wings or large areas.
	Area Controlled
	Type
	Valve Location
	Picture

	[Building 1, Floor 1]
	[Domestic]
	[Building 1 Basement room B31]
	

	[Building 1, Floor 2]
	[Fire Protection]
	
	

	[Building 2, East Wing]
	[Domestic]
	
	

	[Building 2, Central]
	[Fire Protection]
	
	



[bookmark: _TOC_250009]Critical Valves
Water shut off over critical equipment
	Area Controlled
	Type
	Valve Location
	Picture

	[Building 1, MRI]
	[Cooling water]
	[Basement maintenance room 1
	

	[Building 1, Basement Server Room]
	[Fire Protection]
	
	

	[Building 2, CT Scanner]
	[Domestic]
	
	

	[Building 2, Central]
	[Fire Protection]
	
	




[bookmark: _TOC_250008]Response Materials
Stock a mobile spill carts in multiple location of your facility for use in the first hours of a loss.

The materials are not to be used for any day‐to‐day use beyond emergency response to water leaks.

These carts are located in the following locations:
· [Location 1:	
· [Location 2:
· [Location 3:

Consider  providing  at   least   one   spill   cart   on   every   guest  floor   or   one   in   every janitorial/housekeeping room. Additional carts may be needed if the facility experiences frequent leaks or spills.

The list below suggests a sample of tools that may be useful to stock on the accessible carts. Additional materials to absorb and/or contain spills could be added.
 (
Qty
Materials
Plastic tarps
Wet/dry vacuum
Portable sump pump
Dehumidifier
Fan
Pipe leak diverters
Hoses
Latex gloves
Flashlights
Diagrams of roof drains and water supply
) (
Qty
Materials
Caution tape
Duct tape
Face mask
Safety glasses
Hose clamp
5‐gallon buckets
Squeegees
Sponges
2‐way radios – ensure units have fully charged batteries
)
 (
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[bookmark: _TOC_250007]Action Plan
The action plan should be broken into four phases as follows:

[bookmark: _TOC_250006]Phase: Initial Response

	Action
	Responsibility
	Resources

	
1. [Code Blue or appropriate coding]
	
All staff
	
Phone notification to

	is sounded upon discovery of a water
	
	Persons in Charge and

	leak.
	
	Response Coordinators.

	2. Affected area is identified. Assess
	[Assign]
	

	any safety risks before entering.
	
	

	
	
	[Valve list]

	3. Identify probable valves controlling
	[Assign]
	

	the water flow.
	
	

	3. Emergency response resources are
	[Assign]
	[Mobile spill cart]

	brought to the scene.
	
	

	4. **After confirming that essential
	[Assign]
	

	services will not be affected, shut the
	
	

	valve.
	
	



**Note: Closure of the water source (valve) and quarantine of damage should be pursued concurrently when there is sufficient staff.
 (
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[bookmark: _TOC_250005]Phase: Initial Mitigation

	Action
	Responsibility
	Resources

	1. Close and quarantine areas
	Persons in Charge
	

	affected.
	
	

	2. Relocate guests on guest floors
	Persons in Charge
	

	that are affected.
	
	

	3. Verify if electrical services are
	Response
	

	exposed.
	Coordinators
	Various

	4. De‐energize exposed electrical
	
	

	services when authorized by
	[Assign]
	Contact list if contractor

	[Facilities/Support Services Director].
	
	is assigned

	5. Assess damage. Contact
	
	

	restoration contractors as required.
	Persons in Charge
	Contact list

	
	and Claims
	

	
	Coordinators
	

	6. Utilize emergency response
	
	

	resources to remove standing water.
	Response
	[Mobile spill cart]

	
	Coordinators
	

	7. Prepare asbestos plans (if any) for
	
	

	restoration efforts
	Response
	[Asbestos plan – EH&S

	
	Coordinators
	office, room 123]

	8. **Contact hotels insurance
	
	

	company to report possible claim
	Claims
	Claims Department

	
	Coordinator
	contact info



**Note: It is encouraged that all events be reported, even if they fall below deductible, as the claims departments may be able to provide valuable advice to mitigate the impact to the hotel.


[bookmark: _TOC_250004]Phase: Restoration

	Action
	Responsibility
	Resources

	1. Secure and/or prepare
	[Assign]
	

	the affected area for
	
	

	arrival of restoration
	
	

	contractors
	
	

	2. Accept and support
	Response Coordinators
	

	restoration contractors
	
	

	3. Ensure any closed fire
	Response Coordinators
	FM Global Red Tag Permit

	protection valves are
	
	System

	tracked and reported using
	
	

	the FM Global Red Tag
	
	

	Permit System
	
	

	4. Contact affected
	Claims Coordinators
	

	departments. Create
	
	

	inventory of damaged
	
	

	contents, stock and
	
	

	supplies
	
	

	5. Identify where any
	Response Coordinators
	

	salvageable content, stock
	
	

	and supplies should be
	
	

	stored.
	
	

	6. Enlist the services of
	Response Coordinators
	Contact List

	contractors as required for
	
	

	restoration.
	
	

	7. **Maintain an ongoing
	Claims Coordinators
	

	list of all restoration costs
	
	




[bookmark: _TOC_250003]Phase: Post restoration

	Action
	Responsibility
	Resources

	1. Ensure satisfactory
	Persons in Charge
	

	restoration
	
	

	2. Return operations to
	Persons in Charge
	

	normal
	
	

	3. Compile final lists of
	Claims Coordinators
	Insurance company

	associated costs.
	
	contact info  	

	4. Close out claim with
	Claims Coordinators
	

	insurance company.
	
	

	
5. Debrief all key
	
Persons in Charge
	

	personnel. Update and
	
	

	modify the Emergency
	
	

	Response Plan where
	
	

	appropriate.
	
	




[bookmark: _TOC_250002]Contact Details

	Organisation
	Contact Person
	Phone Number

	Your insurance company
	Claims Coordinator
Email	
	

	In the event of an after‐hours property emergency
	
	

	Engineering
department contact
	
 	
	

	
	
	

	Emergency Services
	Police, Fire, EMS
	911

	Restoration contractor 1
	[Identify]
	[Identify]

	Restoration contractor 2
	[Identify]
	[Identify]

	Electrical contactor
	[Identify]
	[Identify]

	Fire protection contractor
	[Identify]
	[Identify]

	Plumbing contractor
	[Identify]
	[Identify]

	Emergency power rentals
	[Identify]
	[Identify]

	Imaging equipment rentals
	[Identify]
	[Identify]

	Generator fuel supply
	[bookmark: _GoBack][Identify]
	[Identify]

	Equipment repairs
	[Identify]
	[Identify]




[bookmark: _TOC_250001]Annual Review
Date Completed:         [Date completed]

· Involve all key personnel, review the emergency response plan and update if needed.
· Conduct training for ERT members and ensure members have a copy of the plan.
· Ensure the plan covers all shifts and weekends.
· Verify the location of emergency response resources and their presence/quantities.
· Ensure electrical and gas utility shutdown procedures are current and posted.
· Exercise water shut off valves to ensure they seat in the fully closed position.

[bookmark: _TOC_250000]Post‐Event Review
Date of event:
Date review completed:

Review the Emergency Response Plan after each event to identify areas for improvement—and to determine if any changes need to be made to the site and facility to reduce the magnitude of emergency actions.

Attachments (as needed)
1. Facility maps (if possible, floor‐by‐floor drawings are recommended)
2. Simplified drawings of all domestic and fire protection water system piping and valves and their locations (including pumps).
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