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PREVENTIVE MAINTENANCE CHECK SHEET

%‘{*,}?}é@&—? PROJECT : AVANI
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01 OVER LOAD = i 5 - = — - . ~ -
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SEV3P- OVER LOAD f\ = - - = - — - = ~
ovor | 0 | O | of | orF |ow |oFe | o [ofF off o
BREAKERSTATUS| (Ony | ON On | o | OR | ON 6N | oN ON od
SELECTOR STATUS K A A E A fan A A [\
SWP-—vim LOAD f‘ - - - - - - - - =
04 ON/ OFF off | OF | o JoF [ onv | od |OF | off off off
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MINOR

HOTELS

SOP / Task:

Flooding SOP Ref: MH-SEC-NAT-02

Department:

Engineering Distribution: | All Team Members

Related Procedures

Response to Severe Weather MH-SEC-NAT-01

Prior to and During the Flood

Purpose: To establish procedures to protect life and property in the event of a
flood. Priorities are:

e Control the spread of water (if possible)

o Isolate water supplies at nearest source and repair

e Minimize disruption of hotel operations
Introduction: A Flooding Event may come from several distinct sources:

e Sewage. A backup or failure of sewers, drainage or

pumping stations.

e Potable Water. A Main Plumbing failure.

¢ Groundwater. A high water table caused by constant rain.
() Notes: If the hotel has a history of flooding or drainage failures, a supply of

sandbags should be available. These should be stored strategically at
entrance doors cellar flaps, car park ramps and ensure the mobile
sump pumps are available.

All Team Members:

1. REMAIN CALM.

2. Report flooding immediately to the Security Control Room.
Give your name and the location of the flood. If possible unplug
electrical items and place property above floor level.

3. Erect temporary barricades to control the spread of water. For
example towels or linen inside rubbish bins.

MR-06
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Security:

Security Dispatcher will report the flooded area immediately to
the Engineering Department and Housekeeping, then fo the
Front Office Manager and the General Manager or Manager on
Duty.

Security personnel will be posted at the Team Members Entrance
to greet and direct all emergency responders.

Front Office:

The Front Office will not contact guests unless required by the
location of the flooded area and not until instructed by
management.

General Manager

10.

11.

Management along with Engineering and Security will
determine if the flood is life threatening,

If the flood is life threatening the GM will decide whether to
initiate a partial or total evacuation.

If the flood is not life threatening, the type and level of response
to the flooding incident will depend on what is flooded or is at

risk of being flooded.

The Resident Manager will direct department personnel to assist
in the flooded area. Priority of action will be:

¢ Keep Guests informed.

e Move guests and guest belongings to safe area (areas not
flooded or in danger of flooding).

» Move valuable property above floor areas.

e Prevent water from entering facilities. Use plants, sand
bags, or other expendable material.

Department Heads be prepared to initiate Department Close
Down Procedures. See Evacuation Procedure.

Engineering

12

13.

1.1

Engineering Department will take command of the scene.
Assess the rate of water flow and likely area of flood

If it is a burst pipe turn off water supply at nearest stopcock or
the mains.

MR-06
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1.2

1.3

1.4

14.

15.

Call plumbing services to repair (see Emergency hotel contact
numbers in the Appendix: Support Documentation)

Assess for danger of water contact with electrical sockets and
equipment. Isolate power in this area.

If the flood is severe call the Emergency Service

Engineering personnel will turn off gas, air conditioning, and
electricity in the flooded areas or areas at risk of being flooded.

The Engineering Manager will decide whether to contact:

¢ The Fire Department. In the event the use of fire service
personnel and equipment is relevant.

o The Hospital. If medical attention is required.
s The Water Company. To clear blockages in public sewers,
repair pumping mains, and additional services as may be

required.

o The Electric Company. To attend to any emergencies that
may result or relate to their area of expertise.

After the Flood

Engineering Department: | 1. Investigate flooding and record information including flooding
levels,
2. Take photographs of the affected areas.
3. Take necessary steps to minimize guest inconvenience and
adverse hospitality effect.
4. Assess the length of time the building will be out of use and, if
appropriate, make alternative arrangements for guests.
5. Organize cleanup operation
6. Initiate surveys of watercourses/causes and make
recommendations to the Resident Manager to institute corrective
measures to alleviate subsequent flooding events.
General Manager: 7. Once the investigation is complete and the hotel is deemed safe,

inform guests.

MR-06

u.8/3




8. After the incident, complete an Incident Report, scan and send it
to:

¢ General Manager — Operational Excellence
e Vice President Finance, Corporate
e Your local insurance company

9. Record separately all related costs.

Related Forms:

Incident Report
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