EMERGENCY MAINTENANCE

1. Power outage

2. Gas outage

3. Water outage

4. Water contamination

5. Hot water system failure

6. Telecommunication system failure

7. Fire panel failure

8. Elevator failure

9. Ventilation system failure

10. Floods

11. Winter emergencies

12. Tornadoes

13. Medical emergencies

14. Severe public health problems

Power Outage / No Hydro

Person in charge of the responding team (team leader)
· Manager

Members in the responding team

· Manager

· Superintendent

· Assistant superintendent and/or on-call resident

Materials / tools required

· Stand-by generator

· Portable generator and/or portable heater (in winter)

· Portable flashlights with sufficient alkaline batteries (do NOT use rechargeable flashlights)
· Current building electrical drawings & plans, and electrical switches that are clearly identified.

· Portable radio (battery powered and/or hand cranked)

What to do immediately after problem arises

· Ensure stand-by generator (if exists) is operating (manually switch generator on if it does not have automatic transfer switch or the switch does not work). (On-call Superintendent)

· Ensure fire panel and one elevator are powered by the stand-by generator (if exists). (On-call Supt)

· Ensure garage doors are open. (On-call Superintendent)

· Ensure main entrance door is unlocked, or keep entrance door locked but assign a staff or responsible resident to watch the door. (On-call Superintendent)

· Call hydro to inform power outage at the building. (On-call Supt or manager)

· Initiate building patrol for security (On-call Supt, on-call residents or security guards)

· Keep residents (particularly those residents who may require assistance) informed through P A system or by going from floor to floor (On-call Supt and/or on-call residents)

· Do NOT turn off the main building power switch.

What to do when problem persists (more than 6 hours)

· Update Hydro of the problem. (Manager)

· As much as possible, use portable flashlights to light up hallways in building with battery powered emergency lights after such lights run out. (Supt)

· Set up warmth shelter (in winter) as per the contingency plan. (Manager)

· Relocate children, seniors and disabled to the shelter if needed. (Manager / Supt)

· Continue building patrol. (On-call Supt, or resident or security guards)

· Ensure sufficient fuel for stand-by generator. Place order immediately. (Supt)

· Ensure sufficient fuel for portable generator or heaters. Buy fuel when half tank has been used. (Supt)

· In winter, check pipes to ensure no freeze up. Drain pipes if necessary. (Supt or plumbing contractor)

· In winter, ensure garage ramp is sufficiently salted in lieu of the ramp heater.

· In high-rise buildings, check water supply which may be interrupted due to no power to booster pump.  Make arrangements to allow residents to use common washrooms (and vacant units) if such washrooms on the lower floor have sufficient water pressure.
· Advise residents not to use garbage chute as garbage may back up without the operation of compactor; and set up garbage bin outside and advise residents to carry garbage to the outside bins.  Advise residents to remove spoiled food items from the refrigerators.
Gas Supply Outage
NOTE: Such problem is more serious in winter.  Buildings not heated by gas may not be seriously affected by this problem.

Person in charge of the responding team (team leader)
· Manager

Members in the responding team

· Manager

· Superintendent

· Assistant superintendent and/or on-call resident

Materials / tools required

· Portable generator and electric heaters, or portable kerosene heaters

What to do immediately after problem arises

· Call gas company to inform of gas outage at the building. (Supt or manager)

· Keep residents informed through P A system or by going from floor to floor (Assistant Supt and/or on-call residents).  Advise residents to use portable electric heaters at home and NOT to use stoves/ranges for heating.
What to do when problem persists (more than 12 hours)

· Update gas company of the problem. (Manager)
· In case of no heat due to building’s own equipment failure, Call alternative contractor if necessary. (Manager or Supt)

· Set up warmth shelter as per the contingency plan. (Manager)

· Relocate children, seniors and disabled to the shelter if needed. (Manager/ Supt)

· Check pipes to ensure no freeze up. Drain pipes if necessary. (Supt and/or plumbing contractor)

· In winter, ensure garage ramp is sufficiently salted in lieu of the ramp heater if such heater is heater with gas heated hot water pipes.  (On-call Supt)
· Advise residents to use kitchen to boil hot water if necessary.  (manager or Supt)

Water Supply Outage
Person in charge of the responding team (team leader)
· Manager

Members in the responding team

· Manager

· Superintendent

· Assistant superintendent and/or on-call resident

Materials / tools required
· Portable toilets (if problem persists)
· Portable water supply (possibly from local fire department)
What to do immediately after problem arises

· Call water department to inform of water outage at the building. (Supt or manager).

· Keep residents informed through P A system or by going from floor to floor (Assistant Supt and/or on-call residents)

What to do when problem persists (more than 12 hours)

· Update water department of the problem. (Manager)

· Advise residents to buy or share safe drinking water. (Manager)
· Make arrangement to have portable toilets and portable water supply brought in. (Manager)
Water Supply Contamination
Person in charge of the responding team (team leader)
· Manager

Members in the responding team

· Manager

· Superintendent

· Assistant superintendent and/or on-call resident

Materials / tools required
· N/A

What to do immediately after problem arises . 
· Call water department to inform of water contamination at the building. (Supt or Manager)

· Keep residents informed through P A system or by going from floor to floor (Assistant Supt and/or on-call residents)

What to do when problem persists (more than 12 hours)

· Update water department of the problem. (Manager)

· Advise residents to buy or share safe drinking water but may continue to use water for washing and flushing. (Manager)

Hot Water System Failure

Person in charge of the responding team (team leader)
· Superintendent

Members in the responding team

· Superintendent

· Assistant superintendent and/or on-call resident

Materials / tools required 
· N/A

What to do immediately after problem arises
· Switch controls to manual operation. (Supt)

· Call contractor for repair. (Supt)

What to do when problem persists (more than 12 hours)
· Call alternative contractor if necessary. (Supt)

· Advise residents to boil water if necessary. (Manager)

Telecommunication System Failure
Person in charge of the responding team (team leader)
· Superintendent

Members in the responding team

· Superintendent

· Assistant superintendent and/or on-call resident

Materials / tools required 
· Cell phone

· Vehicle

What to do immediately after problem arises

· Ensure cell phone is operating. (Superintendent)

· Ensure main entrance door is unlocked if entrance system is connected to the phone system. (Superintendent)

· Call telephone company to inform of the problem at the building. (Supt)

· Initiate fire watch at the building. (On-call residents or security guards)

· Ensure the person with cell phone and vehicle is accessible by building residents.  (Supt)

· Keep residents informed through P A system or by going from floor to floor (Assistant Supt and/or on-call residents)

What to do when problem persists (more than 12 hours)

· Update telephone company of the problem. (Manager)

· Continue fire watch patrol. (On-call residents or security guards)

· Ensure sufficient recharge of cell phone battery. (Supt)

Fire Panel Failure

Person in charge of the responding team (team leader)

· Superintendent

Members in the responding team

· Superintendent

· Assistant superintendent and/or on-call resident

Materials / tools required

· N/A

What to do immediately after problem arises

· Call contractor. (Supt)

· Initiate fire watch at the building. (On-call residents or security guards) 
· Advise residents to call 911 if fire is noticed. (Supt)

What to do when problem persists (more than 12 hours)

· Call alternative contractor if necessary. (Supt)

· Continue fire watch patrol. (On-call residents or security guards)

Elevator Failure

Person in charge of the responding team (team leader)
· Superintendent

Members in the responding team

· Superintendent

· Assistant superintendent and/or on-can resident

Materials / tools required 
· N/A

What to do immediately after problem arises 
· Ensure nobody is trapped. (Supt)
· Call 9-1-1 if the entrapment will compromise the safety or security or cause immediate & severe health problem of the person(s) in the elevator.  (On-call Supt)
· Call contractor. (Supt)

· Advise residents. (Supt)

What to do when problem persists (more than 12 hours)

· Call contractor again. (Supt)

· Relocate the disabled, or advise the disabled to relocate to other shelters if needed. (Manager/ Supt)

Ventilation Systems Failure

Person in charge of the responding team (team leader)
· Superintendent

Members in the responding team 
· Superintendent

Materials / tools required
· N/A

What to do immediately after problem arises
· Ensure nobody has been affected. (Supt)

· Call contractor. (Supt)

· Advise residents. (Supt)

What to do when problem persists (more than 12 hours)

· Call contractor again. (Supt)

· Ensure that the underground parking garage door is open to avoid the build-up of harmful level of carbon monoxide and other dangerous gases from car exhaust.  (On-call supt)
Medical Emergencies

Generally, all medical emergencies should be handled by health care professionals.  Management and building staff’s responsibility should be limited to communicating such emergencies to the authority by calling 9-1-1.

Building staff should be trained to communicate clearly to the authority about the emergency: where 
Building staff should be trained to handle crowd control so the medical professionals can attend to the patients or injured as quickly as possible.

Some materials or tools can be kept at the building to handle some medical emergencies:
· First aid kit with bandages, gauze pads, adhesive tapes, soap, disposable gloves, hydrogen peroxide, cotton swabs, pain relievers, isopropyl alcohol, cold packs etc.

· Blankets

· Wheelchair

Building staff can be encouraged to receive CPR training but staff should use discretion to perform CPR even if trained.  At no time should staff be expected to perform CPR.

Staff should be reminded not to reveal any details to the media.
Severe Public Health Problems

When a situation similar to the SARS outbreak in Spring 2003 occurs, the CFD senior management team have formed a ‘crisis team’ to support staff who may be affected by the health problem or to respond to any building or management office emergency related to such problem.

To prevent or mitigate the possibility of such problems, building sanitation should be enhanced:
· The frequently used/touched common areas are to be cleaned at least 3 times a day (morning, mid-day, afternoon) with diluted bleach.  Diluted bleach (1 part bleach to 99 parts water) is the most widely used disinfectant for the SARS virus now.  Items to be cleaned include lobby door handles, elevator panels and buttons, auto door opener buttons, common washroom facilities, garbage chute door handles.

· Make-up air systems must be kept on at full speed and at all times to ensure maximum fresh air supply to the building.  Make-up air filters are to be replaced or cleaned once a month.  All make-up air grills in the building corridors are to be cleaned and disinfected weekly.

· Regular building inspections are to be carried out to ensure optimal building cleaning is maintained.

· If someone is being quarantined in the building due to SARS, all common building elements that can be touched by residents are to be cleaned and disinfected immediately.

· Additional cleaning staff or increasing present cleaning staff hours may be required to achieve these objectives.

· Maintenance and cleaning staff are to wear disposable gloves when cleaning common areas.  CFDI supports the decision of staff to wear masks if desired and if so, residents are to be advised that this is only a preventative measure.

Residents should be kept informed and calm about the possible problem:
· Residents are to be kept informed about SARS by posting notices and/or updates from Toronto Public Health (see the attached fact sheet).

· Communicate to residents that the board and management are concerned and in control of the situation and that extra steps are being taken to clean and disinfect the common areas more frequently. 

· Communicate to residents that if they are under quarantine, to inform the office and not to leave their unit until the quarantine is over.  If a resident breaches any order of quarantine, the management or board will contact Public Health or the Police.

· Communicate to the residents to practice good hygiene.  Avoid touching the nose or eyes with hands/fingers before hand washing.  Thorough hand washing is strongly advised throughout the day.

Water / Floods
A flood can happen when a pipe broke or a lavatory sink backed up, and staff are forced to respond. Factors that enter into a successful response are:

· Timing

· Knowledge of property

· Equipment on hand

· Location of flood

· Availability of team members

The longer water continues to run unabated, the greater the risk of loss, thus:

· The site plan with water shutoff locations clearly identified should be placed at the management office. 
· Every member of the building maintenance team should be familiar with the location of the shutoffs and their operation.

In a reactive flood situation, each member should be given a specific area of responsibility, including both building damage coverage and tenant property damage coverage.  
· First, the flood should be contained.  
· Second, the team should try to ascertain the cause or the source of the water leakage.  
· Once the source is determined, staff or contractors should be mobilized to contain and/or resolve the problem.  
· Lastly, the damage will be repaired.  If the damage is substantial, insurance company should be called right away.

Natural floods

Natural floods are much harder to predict and prevent. Like other emergencies, flood advisories are classified into two categories:

· A flood watch implies that flood conditions are a possibility but not imminent. 
· A flood warning means that a flood is imminent or in progress and that immedi​ate precautions should be taken.

If the property is located at a high risk flood zone, an evacuation plan should be devised. 

Preventive Measures for Natural Flood

In the event there is warning that a flood is imminent, the following materials should be readily available: Sandbags, Plastic sheeting, Lumber, Plywood, Gasoline-driven and/or portable auxiliary pumps.

In addition, all elevators should be raised above the first floor and electricity to the property should be temporarily disconnected.

Flood Preparedness Checklist

When preparing for a flood. a detailed checklist should be developed indicating the order in which processes are to be shut down and the facility secured. The length of time needed - expressed in hours or days - to accomplish these tasks should be deter​mined in advance so that appropriate actions can be initiated at the proper time. 

Action
1. Shut down processes safely and drain open tanks of flammable or combustible liquids.

2. Up-date important archive records and move them to a location not vulnerable to flooding.

3. Anchor yard items that can be moved by flood waters, such as trailers lumber or loose yard storage. Move stored materials inside if practical. Barricade critical outdoor equipment with sandbags to provide protection against floating debris.

4. Assemble the following supplies and equipment at a central secure location:

· Portable pumps and hose


· Mops and squeegees

· Emergency lighting

· Tarpaulins

· Lumber and nail

· Power and manual tools

· Sandbags

· Shovels and axes

5. Ensure that the emergency crew remaining on the premises has the following:

· Nonperishable food
· Two-way radios

· First aid equipment


· Stored drinking water

· Lighting

6. Fill emergency generator fuel tanks.

7. Inspect all fire protection equipment to be sure it is in service.

8. Place sandbags at vulnerable building openings and around critical outdoor equipment.  Divert water from critical areas such as holes in foundations doorways, and sills.

9. Move important machinery stock and reports to higher elevations. By knowing the past flooding history of the area reasonably safe areas can be selected. If major equip​ment cannot be moved coat vulnerable metal surfaces with grease.

10. Shut off all flammable and combustible liquids and gases lines at their source to pre​vent the discharge of such liquids and gases from piping broken by floating debris. Support exposed piping properly.

11. Make sure above and belowground tanks are properly anchored to prevent flotation. Fill empty tanks with water or product, and extend vent lines on active tanks above the anticipated maximum water level.

12. Lash down portable containers of flammable or combustible liquids. 

13. Shut off electrical power at the main building disconnect when that building is in imminent danger of flooding.

After the Flood

After a flood recedes and it is safe to return to the property, the team should assess the damage and

1. Take pictures of areas damaged to expedite the insurance recovery.

2. Mobilize clean-up crews.

3. Pump out water. In a large flood, care should be taken to do this slowly to minimize further structural damage.

4. Watch out for live electrical lines.

5. As the drying occurs, be aware of growth of bacteria, mold, and other organisms that could create an unhealthy environment when power is restored.

6. Arrange for security to prevent looting, if this is a possibility in your area.

7. Do not smoke or use heat-producing equipment to prevent igniting possible trapped gases.

Winter Emergencies
See below for an Arctic freeze checklist. In setting up the preparedness plan, the follow​ing should be taken into account:

1. Arrange for vendor services, such as plowing and shoveling in advance.

2. Ensure that emergency hookup locations, hydrants, fire protection valves, and meters are clearly marked.

3. Keep inventories of salt, pellets, and shovels.

4. Establish a communication system for early closing or delayed opening, and a method for notifying building occupants of sucl1 changes.

5. Monitor Weather Service advisories for road closings, etc.

6. Shut off exterior sprinkler systems and blow them dry with compressed air. Water in pipes will freeze and expand, causing potential cracking and leaks.

7. Drain cooling towers.

8. Winterize equipment as required, including the installation of heat tape when appropriate.

9. Review insurance coverage and requirements.

Arctic Freeze Checklist

When preparing for an Arctic Freeze, a detailed checklist should be developed indicating the order in which processes are to be shut down and the facility secured.
.

Action
1. Restore any cutback of heat to buildings or processes.

2. Provide additional heat for normally cold areas.

3. Make certain there is an adequate supply of fuel for the heating systems.

4. Expedite the completion of any postponed repairs to the heating system.

5. Postpone any planned heating plant or boiler inspections until the danger of the severe cold has passed.

6. Keep someone on the premises who will continually monitor all areas of the premises for signs of impending trouble, and provide that person with an up-to-date list of emergency numbers to call should trouble be detected. 

7. Add heat tracing to process and protective system piping that might freeze.

8. Check insulation on piping and structures to be certain it will protect them against the extreme cold temperatures.

9. Where processes are shut down, drain piping and tanks to prevent freezing damage.

10. Recheck the Cold Weather Precautions listed on this form.

Cold Weather Precautions
Unless proper precautions are taken, cold weather can cause problems. Buildings may be loaded beyond their design by accumula​tions of snow and ice. Fire protection equipment may freeze, leaving a major portion of the facility without protection.

Prior to and during cold weather, the following precautions should be taken.

A. General

· Plans should be made to remove snow from flat roofs or other structures which might collapse.

· All doors, windows, skylights, ventilators, and other openings should be weather-tight so they will not admit cold air that could cause sprinkler systems to freeze.

B.  Heating Systems

· To determine that the entire system is in proper operating condition, it should be examined and deficiencies corrected.  Burners, boilers, and flues should be clean.  Obstructions should be removed from all pipes, radiators, and unit heaters. Controls of heating equipment should be tested for proper operation.

· An adequate reserve supply of fuel should be on hand at all times. 
· Temperatures about 5’C must be maintained at all times in buildings equipped with wet pipe sprinkler systems; in all dry pipe, pre-action, and deluge valve closets; and in all pump houses.

 C.  Protective Systems

Some of the following maintenance procedures involve valve operation or other impairments to protective systems. Proper procedures should be followed in all such cases.

· Plans should be made to promptly clear snow from access ways, control valves, hydrants, hose cabinets, smoke and heat vents, explosion relief vents, and other essential equipment to permit effective operations in the event of an emergency.

· Wet pipe sprinkler systems in areas which are inadequately heated should be convened to dry pipe systems. 

· Dry pipe sprinkler systems should be inspected carefully to make sure that the piping is properly pitched for drainage. Any condensation that collects in low points in the piping should he removed. Excessive priming water should also be removed.

· Sprinkler heads in the immediate vicinity of unit heaters, or other heat-producing appliances should be of the correct temperature rating.

· Solutions in all anti-freeze sprinkler systems should be tested and anti-freeze added as necessary.

· Any "shut-in-winter" valves controlling small unheated areas should be closed, tagged with cold weather shut-off tags, and properly drained. Consideration should be given to converting such systems to either a dry pipe system.

· All wet standpipe systems with piping located in areas subject to freezing should be shut off, drained and tagged.

D.
Hydrants and Underground Piping

· Hydrants and fire pump hose headers should be drained. Outlet hose valves must be left half open to prevent damage from freezing.

· Hose should be properly drained and dried.

· Sections of exposed piping should be drained or otherwise protected against freezing.

· Valve and meter pits should be dry and frost-proof.

· Portable Fire Extinguishers located in cold areas should be suitable for such locations or installed in heated cabinets.
Tornadoes
The Property Manager, once alerted to the potential for a tornado, will have very little time to prepare. However, some basic steps that can be taken include:

· Alert tenants to the possibility of a tornado.
· Remove and secure any loose exterior furniture, trash cans, and materials that can easily be moved.

· Alert the emergency team and position a "watch" person to advise of the tornado's path.

There are two types of damage that can occur: structural and nonstructural. Immediately following a tornado, the emergency team should start assessing the damage, attend to injuries, if any, and coordinate follow-up measures with local authorities. Any damaged areas that appear to be hazardous should be temporarily repaired or blocked off. In addition:

· Damage reports should be provided to the insurance company.

· Utility companies should be notified of necessary repairs.

· Roof drains should be cleared of debris.

· Ingress and egress areas should be cleared to facilitate evacuation, if necessary.

· All areas should be inspected for possible fire or flood damage.

