MAINTENANCE & ASSET MANAGEMENT Emergency Repairs Procedures

Providence Row Housing Association VERSION: 4

EMERGENCY REPAIRS PROCEDURES

Definition of Emergency: Fault likely to be hazardous to life and limb, dangerously
exposed wiring, gas leaks, serious water leaks, doors/entrances that protect the
security of a building or room. Lost keys do not constitute an emergency and if Out
of Hours Service utilised to enter a flat or room then the tenant/service user may be
recharged for the repair.

1.0 EMERGENCY REPAIRS OUTSIDE OFFICE HOURS:

1.1  This service will be available outside of office hours but is only for serious
problems which cannot wait until the next morning or the following Monday
in the case of the weekend or where damage is threatened or occurring to
belongings, the home or neighbours.

1.2 For the projects, the Project Manager is required to notify the Property
Services Department on the next working day of the call out, specify:

e nature of defect

e Out of Hours Contractor Contacted
e date / time of attendance

e work carried out

e corrective work required to be done

1.3 The Out of Hours Contractor will also e mail a report of the attendance at the
project or flat. Outline nature of works undertaken, cost and any further
action that is required.

1.4 The Maintenance Coordinator/Maintenance Administrator will then enter
the outstanding repair onto Omniledger, give it a category and notify the
Project/tenant of the timescale for the fault to be fully made good.

2.0 GAS LEAKS, AT ANY TIME

2.1 Residents and staff on site should ensure that following are carried out
immediately:

a) Extinguish all naked flames.

b) Turn off all gas appliances.

c) Do not switch on or off any electrical appliances or lights.

d) Turn off the gas supply at mains supply at meter.

Contact: National Grid Gas Emergencies: 0800 111 999
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3.0 ELECTRICITY FAILURE, AT ANY TIME

3.1 Residents and staff on site should ensure that the following checks have been
carried out:

Q) Check / replace damaged bulbs
b) Check / replace damage fuses
C) Are adjoining properties affected
Contact: 0845 60 0102

4.0 PLUMBING LEAKS, AT ANY TIME

4.1 Residents and staff on site should adhere to the following advice:
If there is water escaping from a burst pipe, overflow pipe, or tank, turn off
the water at the stop valve where its location is known, and you are able to
turn it off safely. The turn on all taps in your kitchen and bathroom to reduce
the flow of water from the leak — but make sure you have not left any plug in
the sink, hand basin or bath.
Contact: 0645 200 800

5.0 OTHER EMERGENCY WORKS

5.1  This includes work required to remove a hazard, for example, removal of
broken glazing and boarding up works to make premises secure.

In these cases then the staff member should contact the Associations Out of Hours
Contractor who will attend to make the hazard safe. The Out of Hours Contractor
will notify the Property Services Department the next working day by e mail of the
Site they attended, the fault rectified, hours worked and further works required.
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