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Purpose E ﬂ

Ensure all the employees are fully familiar with the hotel action on the Elevator Malfunction.

BRI BT A 01 R AR FE R R B 58 42 AR AT B AR )7
Scope 1
All employees fTA 71 T

Responsibilities &7 {F

It is the responsibility of the following personnel (All the Dept Division Heads, Managers and
Hotel Crisis Management Team Members) to ensure that this procedure is duly carried out when
the Elevator Malfunction happened.
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About Elevator Malfunction:5<T B3 i [

In order to prevent the malfunction of the elevators by electrical stoppages or other mechanical
reasons, thereby trapping our guests inside for some duration and causing complaints to be
made against the hotel, all departments should establish related emergency procedures,
efficient and effective communications, and work closely together to reduce these incidents to a
minimum.
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When there is a power failure, a high voltage short - circuit and/or a faulty power

Conversion that causes the elevators to malfunction or stop, all staff from the CCTV room at
extension “6855” or “5110”, Assistant Manager at extension “#6166” and Duty Engineers of the
Engineering Department at extension “#6844” or “#6843” should react instantaneous, taking
remedial actions as deemed necessary, to ensure guests safety and the prevention of guests
being trapped inside the elevators for any duration of time.
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Emergency Procedures
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CCTV Room
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e When a power failure, a high voltage short-circuit and/or a faulty power conversion has just
occurred that might cause disruption to the smooth running of the elevators, the CCTV attendant
should check the elevator monitor to ascertain the situation of the various elevators and whether
these are functioning properly.
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e  Should the monitor shows signs of stoppages of the elevators, the attendant should inform elevator
maintenance contractor at extension “6857” and Hotel Operator at extension “0”, immediately
advising them of which elevator is malfunctioning and has stopped on which floor.
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° The CCTV attendant should check all CCTV cameras to record all the events
happening inside the elevators for future reference.
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e Upon receipt of the alarm from the elevator, the attendant should check, via the intercom, the
number of occupants inside the elevator and pacify the guest(s) by advising them that help is on the
way.
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e The CCTV attendant should relay the information to: 24 Hours elevator maintenance contractor at
extension “6857”; Hotel Operator at extension “0” and inform security supervisor on duty
immediately to the floor to assist in freeing the trapped guest(s) so they would proceed. Head of
Security Department should be informed.

SEEMR UGB K : 24/ NF BB AR (B PE L 5 “6857”, TS HL“0”,  [RIINFGHHHLIE I 24 0 22 =
EALHREHESEE, IR NN AR ZE AT

e The CCTV attendant should then keep speaking to the occupant(s) of the elevator at regular
intervals to take the guests’ minds off the predicament they are in and to again and again pacify
them that they should be released in minutes. (If the occupant(s) is foreign guest, should
immediately inform operator “0” or Assistant Manager “#6166”)
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Operator

B
Upon being advised of the situation by the CCTV attendant, operator should inform Assistant
Manager at extension “#6166”, Duty Engineers of the Engineering Department at extension
“#6844" or “#6843"
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Security Department

R

e  Head of seucirty to clarify the problem causing this malfunction and to reconfirm that the electrical
problem is being corrected at this very moment.
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e  Assist the Engineering and Guest Service Manager to release the guest(s).
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e  Security staff should stay on the floor until all guest(s) has been released from the elevators.
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Engineering Department
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e Upon receiving advice from operator, Duty Engineer should proceed to floor together with
electrician as to how to free the guest(s) immediately from the stopped elevators.
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e The set elevator should be put “Out of Service” for the maintenance contractor to send their
experts to check the elevator out thoroughly before putting it back into commission.
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Front Office Assistant Manager
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e Upon being advised of the situation by the CCTV attendant, the Assistant Manager should inform
the Manager-on-Duty or the GM, DGM.
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e  The Assistant Manager should inform the clinic and request the doctor to proceed to floor together
where the elevator has stopped to standby to assist any guest that might need help after being
released.
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e The Assistant Manager should report to the Manager-on-Duty and the General Manager of the
situation.
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e The Assistant Manager should then take well all details of this incident and report.
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e A basket of fruits with a note from the General Manager should be sent to their rooms soonest.
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