Hurricane Action Plan 

 
72 Hours

 

Property Manager:
·  Forms and Chairs an Emergency Action Committee.

· Supplies the Hurricane Action Plan to committee members.

·  Briefs the committee on emergency policy and procedures.

· Delegates duties and responsibilities to committee members.

· Digitally video-record property, (to include both interior (common areas) and exterior of buildings, vehicles, and other essential areas prone to damage).
 
Office Manager:

· Establishes accommodations for key personnel who will be remaining on property during the hurricane.
· Establishes and updates an emergency contact listing for all key personnel.
· Obtain and verify the listing of emergency phone numbers for governmental agencies
· Publish evacuation routes in all building and information pedastals.
 
Restaurant Manager:

· Controls the purchasing of items to limit losses in the event of a power outage.
 
Maintenance Director:

· Obtains, test and prepare emergency generator for use.
· Obtains an adequate supply of emergency equipment such as chain saws, tools, flashlights, rubber boots, rain gear, gloves and any other items deemed necessary to effect emergency repairs after the hurricane passes.
 
36 Hours

 
Property Manager:

· Forms and chairs an Emergency Response Committee.
· Assign tasks and directs activities.
· Reports the actions of the Emergency Response Committee to Trustees.
 
Office Manager:

· Broadcast daily updates of the pending storm to all residents and employees on property, via telephone messages.
· Prepares software back up for computer systems.
· Inventory and adequately replenish first-aid supplies.
· Retrieve and verify phone listing for emergency personnel.
 
All Department Heads:

· Coordinate and update an emergency callback list for employees.
· Assure that your emergency kits are in place and in a dry area!
 
Restaurant Manager 

· Secure all non-perishable items.
· Stocks food items for employees remaining on property during the hurricane.
 
Maintenance Director:

· Fill sandbags and position them around doors, low windows and other public buildings that may be susceptible to flooding.
· Obtains and stores an adequate supply of plywood.
 
24 Hours

 
Property Manger:

· Establishes a Command Post in the Central Dispatch Area.
· Periodically informs the Board of Trustees.
· Secures all operating cash and safety deposit boxes.
· Obtain and operate weather-monitoring equipment (television, weather band radio, and AM/FM radio) within the command post.
 
Office Manager:

· Inform owners of alternative transportation available. 
· Run back up reports in the event of a power outage.
· Assists the storm tracking team in furnishing weather updates to employees.
· Assists the Property Manager in setting up a command post and emergency communications. (Center Room)
 
Restaurant Manager:

· Obtain and store adequate food supplies for employees remaining on property. .
  
Maintenance Director:

· Secure or remove all objects prone to becoming hazardous projectiles.
· Safeguard storage areas, telephone switch rooms and cable TV rooms.
· Prepare for the removal of all pool furniture, lounge chairs, tables, umbrellas, signs, flags and plants to storage.
· Begins safeguarding glass pane windows.
· Ensure that an electric generator is installed, tested and operational at the restaurant area.
· Begin sandbagging low lying susceptible areas for precaution.
· Ensure that maintenance vehicles are operational and fueled.  
 
 
 
 
 
 
 
 
 
 
 
 

16 Hours
 
Property Manager:

· Holds a meeting of the Emergency Committee to:
· Share information as to what actions have been completed.
·  Identify what actions need to be taken. 
·  Identify what supplies and materials are needed. 
·  Identify what delays are pending or expected. 
·  Report the results of the committee meeting to the Board.
· Discusses potential closure of property with the Board.
 
Office Manager:

· Update owners, guests and employee information as to the status of the storm.
·  Inform residents (via signage and verbal communications) of available transportation services.
· Cancel and reschedule all business related meetings, conferences and seminars scheduled within the proceeding 24 hours, until the storm has passed and normal operations have begun.
· Completes software & paper backups for all systems.
· Arranges for the delivery of paychecks to the command post.
· Completes the safe keeping of all key documents and reports.
· Monitors and updates the lodging listing for employees through Office Manager.
· Monitor and update the emergency phone listing for employees through Office Manager.
 
Restaurant Manager:

· Begin preparations to safeguard frozen dairy products and perishable food items.
· Begin the minimization of purchasing needs.   
 
Maintenance Director:

· Begin sandbagging ground level storage areas, telephone switch rooms, cable TV rooms, and all first floors and garage level entrances and access doors.
· Safeguard all large plate glass windows where possible.
· Safeguard exterior windows, and remove all lounge chairs and out door furniture, umbrellas, bandstands, signs, flags and plants to storage.
· Stores pool and patio furniture. Do not place pool furniture in pool..
· Reduce the water level of swimming pool. 
  
8 Hours
Property Manager:

· Establishes the command post
· Maintains contact with the Board of Directors.
· Prepare final stages to power down all systems. Protect all computers and all systems hardware.
· Remove and secure all operating cash to the command post.
· Remove and secure all asset records, key boxes and master keys to the command post.
· Digitally Video record the property to show what pre-cautions has been taken and upload to the computer (off site).
 
 Office Manager:

·  Run backup reports prior to dismissing non-essential personnel.
· Transfers the property telephone number to a designated remote location prior to evacuation; preferably a telephone number off Cape so as not to lose any important messages.
· Notify the local emergency management that the property is shut down if deemed necessary.
  
Maintenance Director:

· Begin to secure the property.
· Ensure that necessary vehicles are fueled.
·  Instructs key personnel how to close all gas and water mains.
 
 
 
The following is an example list of supplies that need to be stored for the property.
 
List of stored hurricane supplies needed:
 
</SPAN></DIV><DIV><SPAN class=350462319-23091999></SPAN></DIV><DIV><SPAN class=350462319-23091999>100 sheets of 1/4" plywood
 

</SPAN></DIV><DIV><SPAN class=350462319-23091999>200 screws</SPAN></DIV> 
 

<DIV><SPAN class=350462319-23091999>100 sandbags</SPAN></DIV> 
 

<DIV><SPAN class=350462319-23091999>  

<DIV><SPAN class=350462319-23091999>10 battery powered lanterns</SPAN></DIV>  

<DIV><SPAN class=350462319-23091999> 
 

<DIV><SPAN class=350462319-23091999>20 gallons of bottled water</SPAN></DIV> 
 

<DIV><SPAN class=350462319-23091999>50 "C" or "D" cell batteries</SPAN></DIV> 
 

<DIV><SPAN class=350462319-23091999>2 gasoline powered chain saws</SPAN></DIV> 
 

<DIV><SPAN class=350462319-23091999>1 portable generator - 1 kW each</SPAN></DIV> 
 

<DIV><SPAN class=350462319-23091999>2 Basic Life Support bags (First-Aid)</SPAN></DIV> 
 

<DIV><SPAN class=350462319-23091999>5 gasoline cans - 1 gallon</SPAN></DIV> <DIV> </DIV> <DIV>

 
Post Hurricane Procedures

 
 
Property Manager:

· Inspects and digitally video records the condition of the complex and uploads the same to the computer (off site).
· Reports the findings of the inspection to the Board of Directors. 
· Maintains contact with the local civil authorities to facilitate the return of normal operations of the property. 
· Posts security personnel at the entrances of the property to permit the entry of key and needed personnel.
· Notify the local authorities when the property has resumed to normal operations.
· Secure the property against looters and trespassers.
· Assist all departments to re-establish normal operations.
All Department Heads: 
 
· Coordinate the return of employees with the Property Manager.
· Document all expenses associated with the hurricane and business interruptions
 
Restaurant Manager: 

· Inventory all food items and check for damages.
· Implement a feeding plan for guests, personnel and families.
 
Office Manager:

· Re-establish Office Operations.
Maintenance Director:

· Re-establishes the property to normal operations. 
