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HOTEL EMERGENCY PREPAREDNESS RECOMMENDATIONS

Petra Risk Solutions Risk Management Department

Due to recent events and on-going world political turmoil, it has become necessary to review your Hotel’s emergency procedures. Please review your in-house Guest list on a daily basis and the groups you have booked into your meeting rooms. Be aware of any Government agency (or associations) and Foreign or local groups that may be controversial.  These are recommendations that should be reviewed at your property on an annual basis, or as a business need arises. Contract Petra Risk Solutions Risk Management if you have additional risk management needs.

	
	           NOTES

	· Leadership team, department heads, loss prevention representatives meet to review hotel’s procedures for FIRE EMERGENCY, EMERGENCY EVACUATION, BOMB THREATS.  Managers should then review these with all associates at standup, preshift meetings, staff meetings and throughout the day and evening.


	

	· In event your hotel is evacuated, there should be an alternate site identified where the leadership team will meet to coordinate the security efforts of the hotel.


	

	· Increase patrols/tours of property.  Alert to suspicious acts or packages.  Check restrooms, public areas, trash receptacles, planters.


	

	· Open lines of communication with law enforcement authorities.


	

	· Inspect all vacant rooms (meeting/guest) and ensure that they are secure if not occupied or in use.


	

	· Increase security of back dock/associate entrance; secure area, if possible.


	

	· Make every effort to identify all unattended packages and luggage.


	

	· For all hotels with valet parking, make sure that no vehicles are allowed to be left unattended.  In all cases, abandoned vehicles must be towed away.  For hotels with underground parking, strong consideration should be given to restricting access to registered guests only and re-evaluating long term parking policies.

	

	· If your hotel is hosting any high profile meetings, make sure to monitor the entrances of the hotel, all corridors, loading dock areas.


	

	· Emergency equipment and generators, if applicable, should be reviewed, tested and inventoried


	

	· Mechanical, electrical, telephone and computer areas secured.


	

	· Hazardous chemical stock placed in a secured area.


	

	· Update associate data and emergency contact information.


	

	· Hotel management to discuss security awareness and the reporting of suspicious activity with all associates. 


	

	· Ensure a copy of the most current Hotel Occupancy Report (by name and by room number) is readily available at all times.
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