
Fleetwood Emergency Plan 
(approved by the Board on 11/10/1999) 

This document is intended to describe actions and plans for Fleetwood formulated to respond to 
ice storms, severe cold weather, wind storms, power failures and other emergencies. Most past 
emergency situations have occurred during the winter months. Consequently, this Plan outlines a 
complete, detailed program which is required to be fully implemented for vacant units during the 
winter. However, the Plan also includes regulations which must be observed throughout the year in 
order to minimize the risk of damage to neighboring units and to property for which the Regime is 
responsible and which can originate in vacant units at any time of year. 

Each unit owner is fully responsible for protecting his/her property and for preventing damage to 
other units that may be caused by his/her negligence during an emergency situation. Also included 
are a number of recommendations from the Regime to assist owners in preparing themselves to 
better endure various emergencies. 

The Regime reserves the right to take necessary action to protect property and minimize damage. 
Individual property owners will be responsible for Regime expenditures on their behalf. 

1. A REQUIRED WINTERIZATION PROCEDURE has been adopted by the Regime to be 
implemented by all unit owners when they are away from Fleetwood longer than two weeks 
between December 1 and March 15. The owner may choose to do the winterization 
himself/herself; however, the Regime strongly recommends that the owner engage a 
professional for this service. Periodically, the Regime may disseminate to unit owners data 
concerning various area firms which provide such service. 
 
Owners departing between December 1 and March 15 for more than two weeks must certify to 
the Board that their units have been winterized (See Attachment # 1). In the absence of 
certification an attempt will be made to contact the owner and at the Board's discretion the unit 
will be professionally winterized at the owner's expense. 
  
Owners departing for more than 72 hours but not longer than two weeks between December 1 
and March 15 and who do not winterize their units must leave a full gallon of non-toxic antifreeze 
on their washer/dryers to be utilized should the emergency winterization of all units become 
necessary. 
  
Owners, not the Regime, will be financially responsible for any damage caused to other units or 
common property by inadequate winterizing of their units. 
  
Any action taken by the Regime will be to minimize the delinquent unit owner’s damages and to 
protect other unit owners. 
  
Owners must notify the Regime of departure and arrival dates when leaving for more than 72 
hours AT ANY TIME OF THE YEAR by preparation and distribution of the Departure Notice form 
(See Attachment # 1). 
  
Water must be turned off whenever the owner is not in residence overnight AT ANY TIME OF 
THE YEAR 
 

2. The WINTER WATCHMAN program requires each owner when leaving Fleetwood for more than 
72 hours between December 1 and March 15, to provide a warning light in the window of the 
guest bedroom closest to the common wall that will signal if the temperature drops below the 



preset temperature of 45 degrees. Action can then be taken to restore the heat before damage 
occurs. A Winter Watchman thermostat has been provided to each unit and should be passed to 
the new owner when the unit is sold. Missing or inoperative Winter Watchmen may be replaced 
at cost by contacting the Emergency Coordinator. 
 

3. The VACANT UNIT INSPECTION program provides for unit owners to arrange for the twice-
monthly inspections of their vacant units while they are away from Fleetwood – SUMMER OR 
WINTER. Inspection is made for proper operation, water and gas leaks and other unusual and 
potentially dangerous or damaging conditions. Periodically, the Regime may disseminate to unit 
owners data concerning various area firms which provide such service. 
 

4. WATER METER SHUTOFF by the Town of Laurel Park is strongly recommended by the Regime 
for unit owners absent from Fleetwood for an extended period. This service is provided at no 
cost by the Town. The Town will restart the water service on request. Phone (828) 693-4840. 
 

5. A HEATING SYSTEM MAINTENANCE program offered by various local vendors for which the 
unit owner usually pays an annual fee for regularly scheduled maintenance is strongly 
recommended by the regime to ensure reliable operation and to have a contractor available if 
and when additional service is required. Periodically, the Regime may disseminate to unit 
owners data concerning various area firms which provide such service. 
 

6. INSTALLATION OF SUPPLEMENTAL HEAT by unit owners is encouraged by the Regime. This 
action enabled some owners to remain in their units during the 1996 storm and prevented 
freezing damage. Supplemental heat is defined as a heat source that requires no electricity to 
operate. Several alternatives are available. Unvented radiant gas wall heaters, unvented gas 
fireplace logs, or vented heaters all can provide supplemental heat in the range of 40,000 BTUs 
of heat. This is sufficient to protect appliances and prevent any residual water in water lines from 
freezing even if installed in the basements of first floor units. These heating units provide such 
safety features as automatic pilot shutoff should the gas source fail, oxygen depletion detection 
and shut off, and can even be operated from a wall thermostat. Numerous local vendors offer 
such units, which must be installed by a licensed technician or the gas company. Unit owners 
are also requested to advise the Emergency Coordinator and their Building Captain of the 
existence of their supplemental heat source so that an accurate inventory of location of these 
sources can be maintained and thereby assure that action will be taken to activate the 
supplemental source should that become necessary when the unit owner is not present. 
 

7. BUILDING CAPTAINS have been appointed who are responsible for coordinating and 
communicating actions, alerts and information in emergency situations. Each Captain should be 
able to contact all in his/her building at all times and should know if they are in or out of town. 
Each Building Captain must be able to gain emergency entry to units in his/her building to check 
status and recommend actions that may be necessary. It is therefore strongly recommended by 
the Regime that each unit owner provide to his/her Building Captain a key to his/her unit which 
the Building Captain can utilize for such emergency entry. Also, in an emergency situation 
Building Captains will turn on the supplemental heat, if available, to protect against severe 
damage.  
 

8. An EMERGENCY COORDINATOR and alternates have been appointed to coordinate the 
activities of Building Captains, to provide information related to the winterization status of 
buildings and who is in residence. To assist in this vital communication, it is essential that each 
unit owner complete and distribute as directed the DEPARTURE NOTICE form whenever 
leaving Fleetwood for longer than 72 hours – SUMMER OR WINTER.  

 



9. An EMERGENCY MANAGEMENT TEAM will be appointed by members of the Board present 
when an emergency occurs. The Team will have overall responsibility for emergency 
management and coordination of activities during the emergency. 

 

10. An EMERGENCY SHUTDOWN, by owners in residence, may be necessary when power service 
fails, resulting in the loss of heat, and extreme cold ensues, presenting the danger of waterlines 
freezing.  In such a situation, the Regime may elect to shut down all water service at the 
Fleetwood pumping station. This EMERGENCY SHUTDOWN would be expected to occur only 
in the most extreme situation where it is judged necessary to protect property. 
 
Should this occur, all owners resident at Fleetwood will be notified through the Building Captains 
to implement the required winterization procedures to protect their units as well as their 
neighbors’ units. In order to restore service after the emergency has passed, each unit must be 
checked individually to insure no damage to water lines has occurred. The Regime may elect to 
engage professional assistance in this effort. Restoration of water service will be slowed due to 
the check-out time required. Unit owners are requested to coordinate all efforts to restore service 
with the check-out team to prevent damage. 
  
A constantly changing database of critical information about the units for use in an emergency 
such as winterization status, owner departure and return schedules, water shut-off status, and 
supplemental heat status, etc., is maintained by the Emergency Coordinator and the Building 
Captains via the Departure Notices (see Attachment # 1) prepared by unit owners when leaving 
Fleetwood for longer than 72 hours – SUMMER AND WINTER – and communication between 
unit owners and their Building Captains on an ongoing basis. 
  
When the Regime has shut down the central water pumping station, water service cannot be 
restored until each unit has been checked out as described in the following procedures: 

• Building Captains will be notified and asked to report the status of their buildings as to who 
is in residence and the current winterization status of units within their buildings. 

• The Regime will concurrently initiate action to shut down the pumping station. 

• After the pumping station is shut down, the Regime will ensure that water is turned off at 
each unit and attempt to winterize any units remaining unwinterized.  All Costs incurred on 
the owners’ behalf will be the responsibility of the unit owners. 

• The pumping station will remain inoperative until the electric power returns, the freeze 
moderates, and each unit has its water turned off. 

• Gravity flow water will be available at the standpipe near the pumping station for as long as 
the water from the Town tank lasts. 

• Water service restoration will begin by ensuring that all unit water service is turned off and 
then restarting the pumping station. 

• The Town of Laurel Park, the Emergency Management Team, and, at the option of the 
Regime, a contractor will be used in the restoration process. Water service will be restored 
to individual units by a check-out team directed by the Emergency Management Team. 
This team will also check out each unit for leaks when so requested by the owner. 

• The Regime reserves the right to prioritize the check-out sequence. Any owner who does 
not follow the service restoration procedure and causes damage to his/her or other units 
will be fully responsible for all damage. 

• Check-out of units winterized for the season is the responsibility of the owners or their 
contractors when the units are opened. 

 

  



Winterizing and Reopening Check Lists 
(amended and approved by the Board on 1/27/19) 

 
Fleetwood Winterizing Check List 

Reminders:  

  

1. The Winterizing process is required any time a condo is vacant over 14 days occurring 

between December 1st and March 15th.  Note: Someone periodically “checking the unit” does 

not eliminate this requirement.  

2. Winter (in November) conditioning of the outside (garden) faucets in the front and back of the 

condo is a requirement of ALL units, regardless of occupancy.  

Caution:  

   

The winterization processes are critical and must be done properly.  Therefore, it must be done by 

one of the following:  

1. A professional company, such as a plumbing contractor, who follows each of the below 

outlined steps.  

2. A designated Fleetwood worker or contractor, at the owner’s expense.  

3. An individual (owner, friend, or neighbor) who understands the underlying concepts and 

methodology of the following steps and is willing to methodically follow each of these steps.  

  

Step  Detail  Completed  

Beginning 

step  

Turn off main water supply to the condo.  This is a valve usually located 

near where the water supply enters the condo in the basement.  Now 

start at the room with the highest (elevation) faucet in the condo.  

  

All  

Bathrooms  

• Open and leave open all faucets (sinks, tub, shower, etc.).  For faucet 
styles having a single handle mixer, place the handle in the center 
(warm) position.  

• Once water has stopped running pour one (1) cup of non-toxic, RV 
antifreeze into all drains (sinks, tub, shower, etc.).  

• The toilet shutoff valve (close to the toilet base) does not need to be 
shut off.  Flush the toilet to empty the tank.  Once the tank has drained, 
pour two (2) cups of non-toxic, RV antifreeze into the water which is 
remaining in the bowl.  

• Leave doors under the sink open for heat circulation.  

  

Kitchens  

• Open all faucets.  For faucet styles having a single handle mixer, 
place the handle in the center (warm) position.  

• Once water has stopped running pour one (1) cup of non-toxic, RV 
antifreeze into all drains, including the dishwasher.  

• Leave doors under the sink and the dishwasher door open for heat 

circulation.  

  

Laundry 

Room  

• Leave hot and cold faucets to washer open.  (They will usually 
already be open.)  

• Pour one (1) cup of non-toxic, RV antifreeze into washer tub.  

  



Wet bars (if 
any)  
  

• Open all faucets.  For faucet styles having a single handle mixer, 
place the handle in the center (warm) position.  

• Once water has stopped running pour one (1) cup of non-toxic, RV 
antifreeze into all drains.  

• Leave doors under the sink open for heat circulation.  
  

Outside 

Faucets  

• If vacating after November (when outside faucets must be 
disabled/shutdown) nothing extra will need to be done here.  

 

• If vacating before November remove all attached accessories (hoses, 
splitters, timers, etc.) from the outside faucet bib.  Open the outside 
faucet and leave it opened.  

  

Inspection  
• All faucets should be checked for any dripping.  If dripping is 

occurring, then the main shutoff valve is in need of attention.  
  

Water heaters  

• Water heaters located in basements should be set to the lowest 
setting (sometimes labeled vacation mode).  Water heaters not in 
basements should follow the specific manufacturer’s 
recommendations for unattended mode.  

  

Thermostats  • Set to 50-55 degrees.    

Winter  

Watchman  

• Connect a lamp (turned on) to your Winter Watchman. Place the 
lamp in a front window with the blind/curtain open.  

• Set the Winter Watchman to 35 degrees and plug it in to an outlet on 
an interior wall.  (Exterior walls, exposed to the outside, can get too 
cold and result in false alarms of the Winter Watchman.)  If needed, 
contact the Emergency Coordinator to obtain a Winter Watchman.  

  

Windows  • Make sure all windows are closed and latched.    

Doors  • Leave all interior doors, including closets, open for heat circulation    

Departure 

Notice  
• Don’t forget to submit an online Departure Notice.    

     
 
  



Fleetwood Re-opening Checklist  
 Caution:  

    

The re-opening process is critical and must be done properly.  Therefore, it must be done by one of 
the following:  
  

1. A professional company, such as a plumbing contractor, who follows each of the below 

outlined steps.  

2. A designated Fleetwood worker or contractor, at the owner’s expense.  

3. An individual (owner, friend, or neighbor) who understands the underlying concepts and 

methodology of the following steps and is willing to methodically follow each of these steps.  

  

Re-opening is, generally, a two-person process.  Total quiet is essential so the person at the main 
water valve can hear the person upstairs in the unit itself.  Each person having a cell phone is another 
method that is effective.  The reason for the need for quick communication is that you can usually 
hear leaks before you see them.  

  

Step  Detail  Completed  

Beginning 

step  

Close all open faucets. This includes: all bathrooms (tubs, showers and 

sinks), kitchen, wet bars, etc.  
  

Open main 

water valve  

• The person by the main water valve (usually in the basement) 
should fully open it to start water flowing into the condo’s plumbing 
system.  

  

Listen  

• Both persons (basement and in the condo) should listen carefully for 
running water.  

• Initially, there will be sounds as the system (pipes, toilet tanks, etc.) 
refills itself.  

• However, if there are sounds of flowing water hitting floors or walls, 
the main water valve should immediately be closed.  

Further, if sounds of flowing water remain after 4-5 minutes, the main 

valve should be closed immediately.  Any pooled water should be 

vacuumed up with a wet-vac ASAP.  

  

Check  
• Check under each sink, faucet, etc. for visual signs (or sounds) of 

flowing or dripping water.  
  

Water Heater  
• Set the temperature setting of the water heater up to the desired 

temperature.  
  

Thermostat  • Set the heating/cooling system thermostat at the desired 

temperature.  

  

Outside 

Faucets  

• If it is not still winter the outside faucets can now be enabled.  

• Close (turn off) the outside bib faucet.  

• Open the associated shut off valve.  

• Listen and look for running or dripping water.  

  

Winter  

Watchman  

• Disconnect and remove the Winter Watchman.  (Hint:  store it in a 
place where you will be able to find it the next time you need it.)  

  

  

  



Fleetwood Outside Faucet Winterization  
 Caution:  

    

Outside faucets are subject to freezing even when a condo is occupied.  Therefore, in November all 
outside faucets that are protruding from a building wall must be disabled/shutdown.   This does not 
apply to free standing, freeze-proof garden faucets that are not attached to the building.  The 
designated steps below must be done by one of the following:  
  

1. A professional company, such as a plumbing contractor, who follows each of the below 

outlined steps.  

2. A designated Fleetwood worker or contractor, at the owner’s expense.  

3. An individual (owner, friend, or neighbor) who understands the underlying concepts and 

methodology of the following steps and is willing to methodically follow each of these steps.  

  

Step  Detail  Completed  

Beginning step  

Locate and close all of the outside faucet shutoff valves.  These are 

usually found in hard to reach locations in the ceilings of the 

basements.  

  

Accessory 

Removal  

Remove all items attached to the outside faucet bibs (hoses, splitters, 

timers, etc.).  
  

Drain pipe  
Open the outside faucet itself.  This should allow for the interior pipe to 

drain.  
  

Leave Faucet 

Open  
During shutdown leave the outside faucet open.    

Inspection  
After 10 minutes there should be no more dripping from the faucet.  If 

there is, the shutoff valve is in need of attention.  
  

Outside Faucet 

Covers  
There is no need for insulation covers on the outside faucets.    

  

NOTE:  When winterizing the outside faucets separate from doing the whole condo (in November) the 

water in the piping between the shutoff valve and the outside spigot may not completely drain.  To 

insure complete drainage an opening to let in air near the shutoff valve will need to be done.  This 

differs on various valves.  The shutoff valve itself may have such a relief function.  If you have 

questions, contact the Fleetwood building chairman. 

 


