Freezing Weather Emergency Response Plan 
Center Name
Building Name
Address

As of Date

**This is a template to be used for your Center’s needs. You may add and remove as you see fit.** All red font is used to identify action items. Fill and delete where necessary

Purpose 

This plan is an outline of actions to be taken before, during and after a frozen pipe event. With proper planning, both property damage and business interruption can be minimized following a frozen pipe event.  This plan is to be updated every year during the month of Month. The following action items need to occur prior to the months when freezing temperatures are possible.
1. Accurate documentation of location of water piping (domestic, sprinkler, steam, etc.)
2. Availability and reachability of persons with authority to shut off water supplies at all times
3. Training and practice of plan to ensure success when the worst happens

	Role
	Employee
	Office #
	Mobile #
	Home #

	Team Leader/Facilities Manager
	
	
	
	

	Alternate Leader/Manager
	
	
	
	

	Response Coordinator/ Building Engineer
	
	
	
	

	Alternate Response Coordinator
	
	
	
	

	Maintenance Personnel

	
	
	
	

	Security

	
	
	
	

	Claims Coordinator

	
	
	
	



Note: All facility personnel responsible for action during a liquid damage event should have copies of this ERP as well as contact information for the individuals identified in the table above.

	Key Contractors/Vendors
	Phone #
	Website/Email

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	



Pre-Planning

The following factors should be considered for an effective ERP implementation:
1. Identify all potential domestic water/liquid systems within a building, e.g., hot/cold water, sanitary drain, steam, air conditioning condensate, fire protection, internal roof drains. Label pipes to indicate direction of flow. Add rows below, as needed.

	Domestic Water/Liquid System Type
	Location

	

	

	

	

	

	



2. Obtain and/or develop simplified drawings of all domestic and fire protection water system piping and valves and their location (including pumps). Pay particular attention to the location(s) of water shutoff valves. Attach drawings, if necessary.
a. If possible, floor by floor drawings are recommended
b. All shutoff valves should be clearly labeled
c. All fire protection valves should be locked in the open position to prevent unauthorized tampering. Stick key control should be maintained so only authorized and trained personnel can impair fire protection in case of a leak

3. Stock a mobile spill cart in multiple locations of your facility for use in the first hours of a loss. 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.
[image: ]

a. Plastic tarps
b. Wet/dry vacuum
c. Portable sump pump
d. Dehumidifier
e. Fan
f. Pipe leak diverters
g. Hoses
h. Latex gloves
i. Caution tape
j. Duct tape
k. Face mask
l. Safety glasses
m. Hose clamp
n. 5-gallon buckets
o. Squeegees
p. Sponges


4. Ensure heat is supplied to areas with exposed piping to maintain a temperature above 40°F. Portable heaters should be used in areas where forced warm air cannot be supplied. If portable heaters are used note the locations here

	Portable Heater Locations
	Floor

	

	

	

	

	

	



		Safety Precautions
a. Locate the heater away from combustible materials in accordance with the manufacturer’s instructions.
b. Locate the heater so it will not be damaged by moving objects or tipped over. Provide guard posts if necessary.
c. Provide the heater with a tip over sensor that shuts off the unit and prevents fuel from spilling (if applicable).
d. Do not move or refuel the heater while it is operating or still hot.
e. Locate fire extinguishers or small hose nearby portable heaters.
f. Maintain adequate ventilation according to the manufacturer’s directions.
g. Maintain and operate the heater according to the manufacturer’s instructions.
h. Have trained staff monitor portable heaters for proper operation and fire-safe conditions.

5. Create contingency plans for extensively damaged areas that may require relocation of operations. Also, document procedures on how production will be made up at other facilities. Place contingency plans here.

6. For all other Loss Prevention procedures, add any other steps deemed necessary by your organization’s risk management team.

Fire Suppression System
As a last resort, the Fire Suppression System can be drained to remove water from the piping, if the building suffers a loss of power and no remedy is in sight to keep the area at a temperature above 40°F. If this step is taken, the fire marshal needs to be notified. 

	Fire Marshal Office Contact
	Phone #/email
	Details to Provide 

	
	
	



Mitigation

Upon notification of a water leak, designated personnel should be dispatched to the area to determine the source of the leakage. If the notification is in the form of a waterflow alarm on the fire protection system, facility personnel should immediately contact the local fire department and then investigate the area in case of fire. If there is no fire and the water leakage involves the fire protection system, facility personnel should manage the impairment to the fire protection system. If the source of the leak involves a domestic water line, piping or valves, the shutoff valve to the leaking source should be closed to isolate and minimize the damage. For leaks involving the building structure, such as leaky roof drains, windows, etc., immediate steps should be taken to divert the water, contain the spillage and block additional water from entering the building. Temporary repairs to a compromised structure should be considered to minimize water damage to the affected area. Once the leak has been isolated and stopped, cleanup and restoration activities should be initiated.
Recovery

If the water damage was caused by a leaking sprinkler, pipe or valve, promptly return fire protection systems to service.
For prompt salvage and restoration or operations, prioritize the following cleanup actions:
1. Contact the list of contractors and vendors necessary for cleanup and restoration to the site.
2. Identify any damaged building equipment that will require replacement for needed building or area operation, such as electrical, HVAC, plumbing, etc.
3. Initiate water removal using pumps, wet vacuums, squeegees, etc.
4. Initiate dehumidification equipment or fans, to reduce the possibility of mold growth
5. Implement contingency plan for extensively damaged areas that may require relocation or operations. Document procedures on how production will be made up at other facilities.
6. Remove wallboard, or provide access panels to facilitate air movement within gypsum board, plaster or wooden walls
7. Initiate drying, cleaning and application of rust-preventive coatings to mechanical and electrical equipment
8. Relocate salvageable and undamaged stock and supplies to a safe area.

	Building/Equipment
	Restoration Activity

	

	

	

	

	

	

	

	

	

	

	

	

	

	





Post-Event Review

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

On an annual basis, conduct a review of the policy with key personnel and complete refresher training for new members, including validation of the plan and exercising critical valves.

	Plan Reviewed and Approved on: XX/XX/XXXX

	Training of all personnel on: XX/XX/XXXX




Attachments (as needed)
1. Facility maps
2. Domestic water pipe maps
3. Fire protection valve list
4. Fire protection contractor(s)
5. Insurance carrier contact details
6. List of equipment suppliers
7. List of restoration and cleaning contractors
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