	[Type Your School Name] 

~ Emergency Procedure Template ~

	Emergency:  ROOF LEAK

	School resources

	· Shelter Plan
· Inclement Weather Procedures

· Community Notification Plan

	Community Resources 

	- Local Building Official
- Structural Engineer
- Roofing Repair Contractors


	Response Actions/Responsible

	1. Upon discovery or detection of a roof leak, notify Building Custodian.
2. Evaluate the problem.  Take steps to control the spread of water.  Notify Facilities Director and Maintenance Manager.  Contact Principal/Site Manager.  Determine if space should be evacuated.


3. If roof has any snow or standing water accumulation, evacuate the building until any possibility of roof structural collapse is eliminated.


4. Notify School Superintendent.
5. Complete Critical Incident Report Form.
6. Notify the Communications Department.
7. Re-evaluate the problem, commence appropriate remedial action to restore weatherproof barrier. Contact Facilities Director and roofing contractor if necessary. When barrier is restored, assure that materials are dried quickly and thoroughly to prevent the growth of mold or mildew.  Remove all building materials that have been permanently damaged or cannot be dried.
8. Resume normal activities when Building Official or Structural Engineer approves occupancy.
9. Develop and implement a Community Notification Plan if necessary.

 

	related response emergencies

	· Building – Structural Failure
· Building – Loss of Use
· Flooding


	caution

	N/A
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