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POLICY STATEMENTEUK 5 B
Ensure hotel employees know and should be aware of the hotel’s particular location and the
surrounding hazards.

B ORISR B3 TR0 I T AR i AR B AR B 5 A B S A fE 5
PURPOSE H ]

Flood can be prevented with the cooperation from all hotel employees.

TEFTA TG 1 RIS R G AR R AR S a2 ik
PROCEDURESTEF

1. Flooding may be due to a variety of reasons, including:-

KM AT RE AT UL R IR, A4

a) Defect in the drainage system especially during heavy downfall causing flash flood.

HKBE BN, JCHR KM E gl &R 5
b) Burst pipes. K&
c) Activation of sprinkler system. [ a1l 7K 2 & 4 05
d) Miscellaneous intent. H'& VR 4% R

2. The danger varies depending on the cause and extent of the flooding. In some cases, there may only
be danger to property, as for example, a broken sprinkler head in guest room or corridor.
IR BT I8 R £ R R R T K B PR K L &, A G O, K R i Rl
T, N B BGE AR P R K Sk A 2R T 51 R R R IR g B 7 B A 2R

3. It is not practical to consider all eventualities and some discretion will be needed depending on the
situation encountered.
AR K SR A T RE K AR AR AN ILSE I, — L8] 7 D) 388 3 A AR R S B A ) 1 100k
1o

4. The following basic instruction and guidelines relate to a “SERIOUS” situation.

CAN 2 AE M HIE S e & AR T 75

a) All staff members should be aware of the hotel’s particular location and the surrounding
hazards.

FIT A I O3 T SR P R B VE AR AL B K R A AR AE H G

b) Water found penetrating/percolating/flooding into the building should immediately be
reported to AM, Security Supervisor on duty, duty engineering by dialing 6843 and hotel CCTV
room 6855.

TR TP PN 7K R 2R i Kk B ST R P J R BB . PR ORI (PR AR M
H11E 6843”7 11 I 4% = H1 115 “6855”
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c) Water is good conductor of electricity. Cut off supply or remove all electrical appliances in the
area immediately. Use rubber gloves or similar means of cover especially when appliances are
wet. DO NOT attempt to do this unless you have been trained and understand the danger
involved.

/K2R3, 76 FEZSERE, NAHBRFESH Ay R UIB KX #
PRAE N J L A8 o (H U SR AR Ll 355 YIS A 2L B 2 B flix 25 i

d) If possible, remain at scene and wait for the arrival of emergency respond team. If you are in

danger, leave the area immediately.
WURATRERI TS, EIIGERF L2/ NAR R BR, WRAR A SER,  WISZ B BT
17 o

e) If evacuation is implemented, lock up office(s) and proceed to the assembly area via the nearest
fire exits. Your assembly area is at the open space parking lot opposite the hotel building.
WERHE, BB A =W G R 2 ol IE G, RS = R &

o

SECURITY OFFICEZ{R#ER

5.

On receiving a report of water penetration/percolating/flooding, immediately alert the following
personnel to attend the scene via walkie-talkie or telephone.

FEA B KB DIGR R /K S A A5 I, 827 RIVIE I P 5 O AL 0 LR N B A B

a) AMonduty. 4HER) K I B
b) Security Supervisor on duty. 4¥F [ AR L&
c)Duty Engineering. 4L LFEIH

If a decision is made by the emergency team leader to seek assistance, telephone BOMBA or
AMBULANCE. Alert other security personnel to clear entrance for vehicle and to provide escort for
the authority.

WR 2 /N A T N JOE BT Rz 8, NAZRII SRR B BT BN, I 2R Hoph 22 /30 0 TiE
PRI IR RIAH OGN 51 31 H .

Alert nurse at the clinic to standby with aid kit during working hours.
T PR B 55 N G A8 iy 5 24 4 B I AR i o

Continue to monitor situation and coordinate with emergency respond team leader and telephone
operator.

AR ST I 5 2 T N N E

Open the emergency log and begin to log the incident in chronological order under a new heading
“Flooding”.

1R B AR H S AR O HZ AN Pl s B A A
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10.

If the decision made by emergency respond team leader to evacuate the basement/flooded area,
follow the procedure of evacuation planning.

AR R 2 /N ST NS = /POK X RGR RE Ja ML RIS TR 7 4

ASSISTANT MANAGER X B 38

The AM/Security Supervisor is the Emergency Respond Team Leader unless specified other arrangement
are in force. The following description is base on the above arrangement:

LRI E N, KRB/ 2R R 2 e/ Mt N BUT i b 2 AT i Fiik -

11.

12.

13.

14.

15.

16.

17.

18.

Proceed to the scene immediately and arrange point of rendezvous with Safety & Security Officer
and Engineering staff through walkie-talkie.

SERGEEE B, IR UL 2 O 2/ TR A LR St

Check the affected area with Safety & Security Officer and Engineering staff. Ascertain the cause of
the flood as applicable and prepare immediate action plan.

(7] 22 R AR L AN AR AR 51 LA & 32 o X3, 2 W SR AL S7 B R BORH 3 B AT 31

Deploy members of the emergency response team to attempt remedial work. If the situation
warrants, assign extra staff members from other departments to organize a supplementary damage
control team(s).

BB 2/ NH AT AN AE . anE LA VE,  FRIR AR 5 T A R A AR T AR
/INHL

Assess situation. Instruct telephone operator to dial emergency service (BOMBA of AMBULANCE) for
assistance where necessary.

i, fERERE DN RE %,

Gather available information and pass onto telephone operators to answer queries from the guests.

B AT A BT T RS L AT 3 NG H Ao

If situation is critical and/or may lead to extensive damage, instruct telephone operators to inform
senior management.

WS LR /B R, AR s L7 BT d s B =

If the flooding is out of control, execute evacuation planning (see evacuation planning). Evacuation
may be partial or total depending of the situation. Note that assembly area available for a fire
emergency may not be available when there is a flood.

e, SRR (PR TR o FRAKRHE TP 35 R BGHS 43 28 B4 ER 4
RN P2 aEa A RS Gt RS 1.

After execution of evacuation planning, instruct emergency respond team members to double check
evacuation areas for staff left behind if situation permit.(Do not risk of endangering yourself).

Mg R, WS VRG22 MR RN KX TER TR T (EAZERCERD

o
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19. Upon arrival of the authorities, brief the on the circumstances of the incident, action taken, person
trapped, and etc. Remain behind with Security Supervisor and Engineering staff to coordinate
necessary action.

RPN RAE R AR I AE R, ORI, BB R EE. SRl EE
AT AR 53 TR J5 DA SE f e & AT 3

20. After the incident, follow the specified instruction as per the Fire Procedure to process insurance
claim and to mobilize department.

HHORAE, LB BR8-S R IR P b 5 BT AT ORI R

21. Record all details in the log book in chronological order. Compile an incident report (investigation)
with Safety & Security Offices for senior management.

FERLHA BRIl R aF Fi 2. 2 R EEILEEER S ORERE) 28R

o

ENGINEERING DEPARTMENT T2
22. Proceed to the scene with the emergency tool box immediately and establish point of assembly with
emergency response team by walkie-talkie.

SRR S LR RE I 5 R e/ N R ICR, eSS

23. Check the affected area and try to find out the cause of flooding. Report to the emergency team
leader and recommend remedial action.

B 52 5 X IR R B SR ], 5 A 22 2/ NIRRTt

24. Deploy team member/others available personnel to block/drains & etc. causing flooding by using
sandbags impediments, vacuum machine, extra pumps, etc.
WA FLAt R T 03 T/ B TR N R — Vb AE . MR h 28 Atk LR £ /K B HEAK LAy 52 3 18

i

25. Bring affected lift to safe level, i.e above flood level and block them off.

R SZBHI ST 2 e =, B AnRs AR T BT SR L B9 IR A

26. Take all possible precaution to ensure that diesel and oil from generators are not contaminated by
flood waters and that diesel and oil are available when needed for generators and other machines.

SR D) R] BE FR 75 6 i B LB FELRIL PN ) S0 BOALIH PR K, IR ORIE = R R LB B LA =
T fegs T4

27. Cut off power supply and/or remove all electrical appliances from affected area(s) where applicable.

R 32 5 B Y ) R s PR DD O/ oK A A

28. Advise team leader to call for emergency services assistance where appropriate.

L5 G/ ML TN 4 (R R 5«
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29. Remain behind with the emergency team leader and Security Supervisor to assist the authorities
upon their arrival at the scene.

MESIRINHIE R, 5 REe/NAT TN ORE T E — FIBE 5 S e Z R .

30. After the incident, investigate the cause of the flooding with AM and Safety & Security Supervisor.
Submit estimation of the damage to financial controller’s office for necessary follow up processing
and insurance claim.

FHE, SRERBEMZRIBIE —EIRAEFTREE . IF R 55 5 R Al TR R DU g2
B R TAE S m PR 2 7 2

31. Coordinate with other departments concerned to restore the affected area(s) back to normal
conditions.

PR FIAR SCHR ] B3 AR 52 5 XSS R 35

TELEPHONE OPERATORS/E AL,

32. On receiving report of flooding, the operator on duty should immediately communicate the
information to CCTV Room by dialing 6855 or 5110.
FEUSC B MR 5 J5, BRSSO B S7 RO 5 B S it 4 22 R0 1 % =5 “6855” B “5110”

33. Instruct all operators to monitor the situation.

T R FTAT BRI 2 18 1 4 5 e 20 s PR T 1

34.He or She should continue to monitor the situation and gather more information from the
emergency team leader and security office when available in order to respond to guest queries.

At /b 57 208 252 M ADL VA 155 0 O K B A 22 /N 2 (RS RASHE JE A TRT R 2 N B L R o 5

35. Initiate group message for all Crisis Response Member.

RAG B S AT fe Bl NS5

36. If instruct by emergency team leader to alert senior management, operators on duty will
immediately inform all the following personnel in the following sequence. Call them at home or
mobile number if outside office hours.

ﬁnfﬁ'%ﬁéd\éﬁﬁ INFERRE GRS BICIR R EHR, W PR 2k su L RIH% R 511k Fe
AL FHLIE R LA N 53 (U0 AR AR 8] ] 4T H 52 L ) -

a) Chief Engineer. LHEHBA A

b) Chief of Security. ZZ {58 5

c) Deputy General Manager. Fll 51 22 #

d) General Manager. L2 3

e) Division/Department Head concerned. %% 1415

37. If evacuation order has been issued by the emergency team leader, inform all member of group.

R I % 4/ N ST N O kg Jm . NOERE RPN .

38. If telephone operator’s room is affected, evacuate the room and re-route all calls to Front Office..
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IEHLE A2 ARE, PR AL IR i AT

39. The Supervisor/Telephone operator on duty will keep a log of the incident in chronological ordered

in the emergency log to facilitate follow-up enquires.

ML B 1 DR B S F MO AR 207 10 S SR R DA R o 5

HOUSEKEEPINGZZ JE 3

40.

41.

42.

43.

44,

Upon receipt of an emergency group call, check with the operator (0) or security office (6855) to
ascertain the area or location affected.

IR EIR2HER, NMEEHL (0) B REl (6855) HRARMINZIZH A E.

Deploy as many general service staff with appropriate equipments and supplies as soon as possible
and send to the scene to assist the emergency respond team. Coordinate this activity with the
emergency team leader and obtain his approval prior to dispatching staff.
RN AA T NRIFFER R I A 25, AEUR T RE 2 18l ik 55 Rk R %
2 S A B PRIE B 52 K X SR B 2B /A

Continue to coordinate with the emergency respond team until incident is over.
a5/ NN RIMEE EFHIER

After the incident, assist the Chief Engineer and Security Manager to compile a summary of
replacement cost of damage if applicable.

FULEHG, W TR 22 (RE0 48 B0 /bR R g AT A I S ik 36

If an evacuation order is issued, proceed immediately to assembly area for roll call and await further
instruction from management.

ORI G S, SLRIRAR G X AR E R M — DR .

NOTE: The following areas in the hotel will be subject to flooding easily:

RN S BN X AR 5 52 B OKAR 25 -

a) Hotel platform. JH)E&4FG&
b) Basement car park area. i FN{EZEY
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