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Introduction

Risk
Management

CAMI

CERTIFIED APARTMENT
MANAGER"

m

5® Materials

Participant Workbook

High-level information

» Follow along in class
« Take notes

» Complete activities
= Study for exam

NOTE: Operating procedures vary among compani
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M

® Agenda

4 ACAM's Role

J Minimize Financial Risk

J Minimize Risk to Physical
Plant

O Minimize Risk to Residents

- Minimize Risk to Employees

- Emergency Plans

O Prevent and Control Loss

CAME

2= Risk Management o

CAM

Risk Managcmicent \

O, © %
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A CAM’s Role

Itis the CAM’s responsibility to adopt, implement and monitor risk management practices that will reduce the risk of
potential hazards. You can limit liability by adopting effective risk management practices. To recognize, confront, and
prepare for potential threats, you should implement a risk management process.

A CAM's Role and
Responsibilities

5" Risk Management
Futuwre ) (
Anolysis

A process that involves recognizing, confronting and
preparing for any potential threat to your property,
residents, contractors, visitors and employees

C AM Eﬁl © 2016 National Apartment Association :
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" Assets to Protect

4§ Property - Buildings
+ Facilities
* Equipment
» Materials

Assets to

Protect i People - Staff

* Residents
» Visitors
* Vlendors/contractors
£§ Community  * Reputation
Goodwill + Stature in community

« Appeal to prospects

CAME

® Risk Analysis Process

] Create risk
Ideptlf)_r management

potential risks Eliminate or policies and

in operations reduce risks procedures

© 0 © 0 o

Analyze the Build financial
frequency and protection to.
severity of past/ cover non-
potential losses eliminated risks
Analyzing property risks cre
secure and healthy environment
and emp|

# Risk Management: A CAM:

+ Conduct inspections
+ Involve everyone

+ Follow laws & regulations

+ Maintain safety records

« Monitor preventive maintenance
« Communicate safety procedures
+ Establish safety programs

+ Educate staff & residents

+ Understand transfer of risk .

= © 2016 National Apartment Association 7
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# Risk Management: A CAM's Role

* Adopt, implement, and monitor
practices to reduce potential
risks.

Limit liability by adopting effective
risk management practices.
Incorporate effective risk
management practices in every
aspect of management to
eliminate or control risk that could
threaten property value.

= © 2016 National Apartment Association 8
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Minimize Financial Risk

Minimize Financial Risk

® Types of Financial Risk

Fraud Theft Embezzlement
. Supplies or
* Identity theft equipment
* Practices that could Proprietary
present potential information or
exposure intellectual property

= Hacking of resident, Rents or cash held
prospect or property at the property
information

Keys to access
resident apartments

CAME
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“® Data Destruction Rules

U Ensure everyone understands policies about
storing electronic information.

1 Provide detailed instructions to staff about when,
and if, any data can be deleted.

U Ensure appropriate antivirus programs are up-to-
date to prevent hacking or damage to data.

e _
Slide 14
® Minimize Financial Risk

- Verify all income that is posted
Income, Fees - Ensure fees are not waived
= Verify resident referral fees before

and Cash :
making payments

Verify concessions
Do not keep cash in the office
«  Ensure payments are processed and/or
Property deposited daily.

Records and
Screening
CAMB v s s *
Slide 15

5® Minimize Financial Risk

Income, Fees .
and Cash + Verify vacant apartments

» Secure any rent drop boxes
= Ensure alarm systems are
operational and used
Property consistently
» Secure key making
equipment and key blanks
Records and + Keep maintenance shop
Screening . locked at all times .

CAME 15
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Slide 16

5® Minimize Financial Risk

Income, Fees
and Cash
+ Manage software passwords
Verify move-in screenings
Property ty 9
and payments
+ Review resident files
+ Ensure vendor rebates and
Records and discounts are documented
Screening « Control how new vendors are

. approved .
CAMB v st *
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Minimize Risk to Physical Plant

Slide 1

Minimize Risk to Physical Plant

Slide 18

£® Minimizing Risk to Physical Plant

* Preventative maintenance
schedule

* Regular safety inspections

+ Identifying potential areas of
liability, damage, and injury

+ Look for potential risks, injury,

liabilities, and code violations .

Q Look for:
+ Weather penetration into
buildings — moisture, wind, etc.
+ Evidence of pests or animals
infiltrating buildings
+ Potential areas where vandalism |
can oceur — including graffiti
1 Inspect for fire hazards or water
intrusion/damage
1 Ensure all fire protection
equipment and alarms are in
proper working order
Q Protect buildings and equipment
from weather related damage —
e.g., frozen pipes, wind
damage.

C AM Eﬁl © 2016 National Apartment Association 5
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Minimize Risk to Residents
Slide 20

Minimize Risk to Residents

Reduce resident safe
» Maintain the propert
a safe environment

5® Renters Insurance

Requiring residents to carry

renter’s insurance can:

1 Potentially impact property
insurance premium rates in a
positive manner

[ Mitigate property loss

Renter's insurance may assume
some of the loss.

CAME
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™ Resident Risks
Property
Resident crime
Risks Deterrence
Environmental
Hazards

CopyIIgNt ©2016 National AanmEnt ASsocianon

- Suitable maintenance of housing |
properties
You are responsible for:
» Repair and maintenance to reduce ¥
safety hazards .
‘. * Maintaining a habitable condition
at all times
« Enforced through local, state,
and federal statutes .

“® Habitability Includes

Protection from weather with
roofs, walls and windows
Trash collection and pick-up
Working water, heat, A/C,
electricity, plumbing, lighting
Clean and safe common areas
Elimination or warning of
environmental hazards

Control of nuisances such as
noise or overcrowding
Maintenance of appliances and
equipment .

‘Copyright © 2015 Natlonal Agariment Asscciatian
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—® Ensuring Habitability

Conduct inspections
Comply with codes and
regulations

Follow a preventive
maintenance program
Create and manage
maintenance records
Encourage residents to report
needed repairs

Make repairs quickly
Inspect completed repairs
Follow up after repairs .

CAME 2%

COpYTGNt © 2015 Ntonal Apariment Asscciztan

® Types of Property Hazards

] Deteriorating sidewalks and curbs

[ Holes in parking lots

U Defective steps and handrails

U Rotting and weathered wood

1 Slippery walks

J Falling tree limbs

U Broken glass, debris, garbage

U Inoperable interiorfexterior
lighting

0 Unattended ladders and
maintenance equipment

[ Overgrown shrubbery at building
entrances

1 Trashand discarded appliances

J Abandoned vehicles

™ Potential Money Damage lgjui
defective staircase resident falls and
breaks leg
puddle of oil-slicked resident falls and
rainwater in the garage is injured

damaged plug in resident receives
a wall outlet electrical burns
defective furnace resident is injured and
causes a fire property is damaged

pesticide sprayed in

common areas resident gets sick
wet grass cuttings left resident slips and falls
on a common walkway resulting in injury .

CAME 2
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~® Federal Pool Safety Requirements

All public pools and spas
MUST use
anti-entrapment devices

| Drain covers manufactured
or distributed in the US
MUST conform to
entrapment standards

1 All public pools and spas
MUST be equipped with
proper anti-entrapment drain
covers

CAME

-a Federal Pool Safety
“% Requirements

Pools with a single main drain
MUST be equipped with

one or more anti-entrapment
systems:

1 Safety vacuum release
[ Suction limiting vent
; ; [ Gravity drainage
i 1 Automatic pump,
1 Drain disableme

systems determine
S as effeclie as the ab

C AM Eﬁ © 2016 National Apartment Association
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MANAGER'

Risk Management

16



Certified Apartment Manager™ | Participant Workbook Risk Management

" Property Hazards- Resident Responsibilities

item they damage

Dispose of trash properly

Keep the residence in safe

and sanitary condition

Pay the cost of repair for

damaged property

Notify the manager of 4

needed major repairs and Communicate responsibilities:

normal usage maintenance During the lease signing

Perform minor repairs meeting

(replace bulbs, clean drains) . With notice letters when
serious incidents occur
During resident meetings
In the community newsletter

: ¢ ! H -'.'
Notify management of any f V
v i
] -

® Activity: Identify Property Hazards

f
Instructions:

Using the following images from Creekwood:
« Identify each property hazard
+  Explain how to prevent the hazard .

© 2016 National Apartment Association 17
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Have a Crime Prevention / Resident Safety
Awareness Program

Have disaster/lemergency manacement

procedures in place

Conduct formal

security assessments

CAME

‘CopymgNt © 2015 National Apartment Associatin

" Cd mence

+ Stay informed and vigilant

» Respond quickly

+ Control building access and
keys

» Provide adequate lighting

« Complete employee and
resident background checks

+ Communicate with law
enforcement regularly .

35
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Crime Deterrence

Concern Residents are concerned about their personal safety and security. Property Managers
must take the appropriate steps to discourage criminal activity.

What todo to  Hereare some of the things you can do to discourage criminal activity and limit liability.
discourage
crime

Stay informed of neighborhood crime
If crime occurs on your property, a court may conclude that you should havedfeseen and tried to prevent
similar crimes. One of the best ways to keep informed is to have an incida®repogng system in place. You
may never hear about an incident on or near your property unless you h i
procedure and encourage staff and residents to use it.

You can also read local newspapers, check police reports
area.

Respond quickly to neighborhood crime
Once you become aware of what is going on in your take steps to deter similar incidents.
Most crime deterrence measures are cost i on common sense. Criminal activity should

operty Managers in your

addressed in a timely manner.
Control building access and keys

Key Code System
Managers can limit access to t! gs by establishing and maintaining an effective key code system.
Keep in mind that the key code list should be kept locked in a separate file and all keys should be kept
locked in a cabinet or closet to limit access.

Residents Role
Residents also need to be educated on their role in limiting access to the building. Strangers should never
be permitted to gain access to the building.

Other Measures
e Consider some of the following additional measures:
e Install and maintain deadbolt locks, keyless deadbolts and door viewers.
¢ Install and maintain metal bars on ground-level windows (subject to applicable
codes.)

© 2016 National Apartment Association 20




Certified Apartment Manager™ | Participant Workbook Risk Management

e Use residences to lobby intercom services.

¢ Install peepholes with a 180-degree view.

e Host neighborhood watch programs.
Provide adequate lighting
Adequate lighting is an extremely important safety feature. It can prevent safety hazards, such as tripsand
falls due to poor lighting in stairwells, and it is also a deterrent to criminal activity.

Good lighting is especially important in enclosed spaces like lobbies, corridors, stairwells, and elevators, as
well as exterior areas where people walk at night such as walkways and parking lots. All lighting fixtures
should be:

e functional, and

e protected to discourage tampering

Exterior Lighting

Interior Lighting
Interior lighting should be timed and spaced so tha

it when needed. ltis a good idea to have
a even when residents are not at home.

he'entrance at the front door. This light will

Inspection/Adjustment Schedules
Perform weekly scheduled inspections es, timers, and photocells. Be sure to include a schedule
for adjusting the timers wi aylight savings time.

Complete Employee Ba
To protect the community, managers#hust do complete background checks on all potential employees
prior to offering a position. ScreefNg should include searches of the national crime database, national sex
offender registry, FBI Most Wanted listing, and the OFAC listing. Some companies may require on site
contractors and vendors to screen their employees who work on the property or the management
companies may do the screening themselves. Third party sources are available to provide such a service. It
is necessary to clearly establish relevant screening criteria such as cries of property, sex, drugs, or violence.
Front end costs to screen are minimal compared to the risk of financial liability, negative publicity, or the
cost of defending a negligence lawsuit. The level of liability risk increases greatly if the service provider has
access to a resident’s apartment.

© 2016 National Apartment Association 21
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Other Crime Deterrence Measures
Consider some of the following additional measures:

General

e Ensure that policies and procedures for dealing with safety problems are
implemented. However, always use legal advice before implementing.

e Know and observe city and state laws that apply to types of locks required, security
systems, lighting requirements, landscape design, parking lot surveillance, etc.

e Act quickly to address criminal activity (such as illegal drug use or selling, gambling,
gun use, gang activity, etc.).

e Make regularly scheduled inspections to ensure there are no settings or
circumstances that might encourage or allow criminal activity. Be sure to
document all inspections.

e Trim back shrubs and bushes so that they are level to t

e Cooperate with law enforcement officials and security p
residents to do the same.

e Carefully qualify new residents through the appliCegi sS that may include
background checks.

e Once a significant deterrent device (vide nce, Security patrols, etc.) is
implemented, it is very difficult to re or\g@liminate it without creating a liability
exposure.

Involving Residents
e Provide the residents wit
e Promote an anti-crime ca

disturbances. Resi
e Warn residents a

t residents can anonymously report

less intimidated of retaliation.

s situations that cannot be eliminated. This will let
the residents kno ugh you have taken every measure to secure their
safety and that you ¢ ossibly secure all situations. This will alert the
residents that they must take some responsibility of their own.

¢ Inform residents of current changes in local crime level and encouraging residents
to report dangerous situations or practices on the property.

e Encourage community relations. The more residents know each other, the more
they will be aware of disturbances and unusual incidents. Residents are more
willing to report such occurrences if they are comfortable with their neighbors.

e Neighborhood watch programs are good examples of how properties are involving
residents in making communities safer.

© 2016 National Apartment Association 22
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M

™ Property Hazards— Environmental Hazards

You may be involved in overseeing the repairs or cleanup of
environmental hazards and must:
« Take precautions to protect residents
and staff from chemicals and other
dangerous substances
* Be knowledgeable about how local
and federal agencies regulate environmental
hazards in the multifamily housing industry
» Enforce and regulate safety standards .

® Environmental Governing Agencies .

Environmental Occupational Safety State or County
Protection Agency & Health Health and
(EPA) Administration Environmental
www.EPA gov (OSHA) Departments
www.osha.gov

OSHA

CAME

‘Copyright © 201 National Apariment Assoctation

M

om Types of Environmental Hazar

Meth Labs . 4 Asbestos

Types of
Mold Environmental y4) Freon
Hazards

Carbon

Monoxide Lead

CAME a2

Copyright © 2015 Natinsl Apartment Assockton
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5® Reference: Environmental Hazards

(a o
See the Participant
Workbook for
descriptions, health risks,
and regulations for each
Environmental Hazard. .

. 5

")
1] ————— a @

© 2016 National Apartment Association 24
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Hazard
Asbestos

Freon

Lead

Radon

Description
Amineral that is supposed to
be inextinguishable when set
on fire that is found in older
homes, pipe and furnace
insulation, etc.

Agasthatisusedin
appliances and HVAC
systems to provide cooling

Aheavy metal found in
paint, sails, lead pipes
lead-based solder used
copper pipes

A radioactive gas emanating
from uranium-rich soil or
water. It can enter a house
through the water supply,
through building materials
and through the soil upon
which a dwelling is built.

© 2016 National Apartment Association

Participant Workbook

Health Risk
Wheninhaled, asbestos can
cause the stiffening of lung
tissue, which contributes to
heart disease and lung
cancer, mesothelioma, and
asbestosis.

When cooling lines leak,
become damaged or
connections become loo
freon can be illegally releas
into the atmosph&ga, Freon

use lead poisoning and
disabilities, especially
in children.

In a residence that s very
densely insulated and that
lacks good ventilation,
trapped radon can become a
lethal health threat.

Risk Management

Regulations
OSHA has detailed workplace
regulations for testing,
maintenance and disclosure of
asbestos.

Automatically covers buildings
constructed prior to 1981 unless a
licensed inspector rules out the
presence of asbestos.

y law, all persons dealing with
fregn must be licensed in the

per pethods to work with

Legal requirements include:

e Evaluation of lead
poisoning risk and action
to reduce hazard

e Compliance with EPA lead
safety regulations

e Useofacertified and
trained renovator to
perform any work

e Resident notification

e Read and make available
toresidentsthe EPA’s
booklet “Consumer’s
Guide toRadon
Reduction.”

e Have your premise tested
for radon levels.

25
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Hazard Description Health Risk Regulations
Carbon Apoisonous, colorless,and | Residential appliancessuchas = While regulations vary state to
Monoxide = odorlessgasthatis produced = stoves, fireplaces, kerosene  state (and sometimes depending
(CO) when fuel burns space heaters, gasdryers,and = on the local building code), it is
incompletely. hot water heaters mayemit ~ common to require carbon
CO unless properly vented. monoxide detectors in the vicinity
of sleeping areas and anywhere
If proper ventingisblocked, | thereis an active source of carbon
theinvisible gascanbuildup  monoxide, such as a fuel-burning
and cause headaches, furnace or an attached garage.
dizziness, or nauseaandeven = Some states require hard-wiring;
death. others allow for battery-powered
models.
Mold Excessive moisture causes The extent and severity of anyéRders require thata
mold growth, particularlyif  health problems gaie to any rty have a Moisture
the moisture problem is specific mold sifaiat anagement Plan in place.
unaddressed. unpredi
Molds, also referred to as
mildew and fungj, are found concerns
almost anywhere. They can n of
grow on virtually any organic ,and
substance, as long as mptoms for
moisture and oxygen
present. They
distributed
by centrala
Methlabs = Apartmentsthathaveld®en | Exposure to meth residues Each state hasits own regulations
used for metham mine = may cause symptomssimilar = and requirements for meth lab
production to those experienced by remediation that must be
meth users. Exposure to followed.

© 2016 National Apartment Association

volatile organic chemicals
(VOCs) may cause symptoms
such as nose and throat
irritation, headaches,
dizziness, nausea, vomiting,
confusion and breathing
difficulties. Some VOCs may
cause cancer.

26
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M

5® Environmental Hazard: Asbestos

A mineral that is supposed to be

inextinguishable when set on fire

|d Found in pipe wrapping, ceilings,
floor tile, spackling compound
and caulking

1 Contributes to heart disease
and lung cancer

1 Containment or encapsulation is
recommended rather than
removal

1 Removal or remediation is strictly
controlled by OSHA regulations

CAME

“® Environmental Hazard; Freon

A gas used to provide cooling in
appliances and HVAC system
1 Freon can be illegally
released into the environme
when cooling lines are

damaged or lealg

E® Environmental Hazard: Lead

A heavy metal found in paint, soils, fungicides, lead pipes
and lead-based solder used on copper pipes
d It has been illegal to manufacture lead-based paint
since 1978
. 1 Exposure can cause lead poisoning and serious
disabilities
-~ U Compliance with EPA and OSHA safety regulations is
3 required
b

C AM EE] © 2016 National Apartment Association .
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5® Environmental Hazard: Radon

A radioactive gas emanating from ['s - |
uranium-rich soil or water e
« Can enter a building through water

supply, building materials or soil

beneath a building

Buildings that are very densely

insulated can lack proper ventilation

and trap radon inside

« Can become a lethal health threat y =z E
U
« Must be properly vented m!:m Ragg:
« Follow EPA regulations . = F——
. “‘»"'/
CAME .

‘Copyrgt © 2016 National Aparment Asscciaton

M

58 Environmental Hazard: CO

Carbon Monoxide is a colorless and

odorless poisonous gas

« Produced when fuels burn
incompletely and/or are emitted
from appliances

« Hazard exists for any appliances
that use gas — water heaters,
furnaces, dryers

+ Can cause headaches,
dizziness, nausea, or death

- Follow EPA regulations .

CAME a

‘Copyrgnt © 2016 National Aparment Asscciatin

5® Environmental Hazard: Mo

Also known as mildew and fungi

1 Comes from various moisture sources and
is found almost anywhere

] Can exacerbate existing allergies, and
increase symptoms of asthma

O Inspect all water damage and any sources
of moisture infiltration

[ Many lenders require that a property have
a Moisture Management Plan

28
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® Environmental Hazard: Meth Labs

- Consult EPA and state guidance,
regulations, and statutes to
address meth labs on a property
www.Epa.Gov/oem/methlab.htm

« Each state has unique regulations
for remediating meth labs that
must be followed

- Use professional remediation
specialists for cleanup .

CAME 50

‘Copyright © 2018 National Apariment Assccision

® Resident Education

Residents are responsible for their
personal safety
= Property management:
= Cannot guarantee resident safety
* Is not liable for resident property
« Include safety information in the
resident handbook

« Update safety information

- Never guarantee security or safety to
prospects or residents .

CAME

‘CopyrgNE 201 Naional Apartment Asscciatn

M

5™ Resident Personal Safety Measures

Stress the importance of personal
safety measures

+ Lock windows and doors

+ Never provide a key to anyone

+ Watch out for neighbors

* Report crime to police

+ Submit an incident report .

52

CAVE FlNmer 8.
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Risk Management

“® Resident Education and Involvement

J Involve residents

1 Provide on-going education

J Hold safety meetings and drills
O Keep everyone informed

[ Utilize community newsletters
3 Build community relations

® Activity: Resident Education Message

(" :
Instructions:

While renovating a playground at Creekwood, an
underground tank was discovered.

Working in groups, create a notice to inform

residents. Be sure to include the tank and th
closed playground. .

CAME _ .

Resident Education Message:

C AM F—'%I © 2016 National Apartment Association -
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Minimize Risk to Employees

You are responsible for providing a safe working environment for all of your employees and must get employees to
think and act safely.

Minimize Risk to Employees

™ Minimizing Risk to Employees: A CAM's

« Ensure employees understand their
responsibilities for safety

» Have an emergency plan in place

+ Demonstrate safe work habits

= Ensure PPE, first aid kits, eye wash
stations, and proper clothing are
available and used

- Listen to suggested safety improv

= Know current state, locall,
and OSHA requirements

« Conductregularsafetyinspections

« Continually train staff to prevent
accidents

» Develop emergency vendor list .

C AM Eﬁl © 2016 National Apartment Association 4
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® Safe Working Conditions

To ensure safe working conditions:

[ Follow all OSHA employer safety
and health rules

@ [ Report hazardous conditions and
‘)'SHA any job-related injury or iliness
[ Use assigned Personal Protective

Equipment (PPE) and proper clothing
0 Make sure the work site has a first aid
kit and eye wash station .

CAME 57

‘Copyright ® 201 National Apariment Assoclstion

™ OSHA Compliance — CAM Actions

+ Regularly inspect the property
Use experts such as fire safety
officials, law enforcement, insurance
specialists to recommend
improvements

+ Upgrade safety features annually
+ Track and eliminate problems

+ Document history of e
contractors and staff

+ Complete all applicable tra
+ Be prepared f ulatory ag
60

inspections .

5® Areas of Focus for OSHA

o Hazard Communication Standard
o Lockout/Tagout Standard
9 Bloodborne Pathogens

@) Personal Protective Equipment (PPE)

PHE®

o OSHA Record Keeping

9 Electrical Safety Related Work Practice @

C AM F_p%l © 2016 National Apartment Association 32
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OSHA’s Areas of Focus

You are responsible for providing a safe working environment for all of your employees. You must perform regular
inspections to ensure your property complies with the safety codes established by your state. Attention to these
areas is critical and compliance is mandatory.

Area of Focus Description Compliance

Hazard Intended to educate employees about | e Hazardous Chemical Labeling

Communication the hazardous chemicals they work with, | @  Safety Data Sheets (SDS)

Standard how to use them properly and how to e  Written Hazard Communication Plan
avoid potential accidents or injuries e Employee training and retraining

e Hazardous Manufacturers and distributors are e  Make SDS available to all employees who

Chemical Labels | required to determine and label hazards comejgto contact with the material

associated with the products they . € hazard warning labels are not defaced

produce, sell, or distribute with:

e Identity of the material ° riginal Container required if:
e  Appropriate hazard warnings o ntainer will not be emptied by the
e  Firstaid instructions end of the work shift.

e Theirname and address More than one person will use.

e  Must have SDS for each hazardous chemical

e Must train employees on each SDS

e Secure SDS for all liquids, solids and gases

e  SDSmust be prepared & provided to all who
come into contact with the materials

e  Must be written in English

e Readily accessible to staff

e SafetyData Adocument that describes t
Sheet (SDS) physical hazards associated wi
particular chemical

e WittenHazard = Ad eScribes how the e Properly label hazardous materials
Communication | compan ensure complianceand ' ©  Maintain SDS forms
Plan lists assigned duties e  Provide workers with specific hazard
information training

e Maintaina list of:
O hazardous materials for non-routine tasks
O unlabeled bottles
O possible hazards to contractors

Lockout/Tagout Astandard that requires employees to e  Written Lockout/Tagout program

Standard turn off potentially dangerous energy e Inventory of hazardous energy sources
sources during servicing and e Employee training and retraining
maintenance
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Area of Focus Description
Bloodbome A standard that outlines OSHA's Exposure
Pathogens Control Program for the control of
bloodborne pathogensin the workplace,
including Hepatitis B Virus (HBV) and the
Human Immunodeficiency Virus (HIV)
e Exposure Outlines the tasks and procedures to
Control Plan follow when occupational exposure to
blood occurs without regard to personal
protective clothing and equipment
Personal OSHA requires the use of Personal
Protective Protective Equipment (PPE) to re
Equipment(PPE) = employees’ exposure to hazaglsi
workplace. The PPE Standar
e Assessingandd
in the workplace
Ap
Electrical Safety-
Related Work-
Practice
and maintenance.
Includes qualified and unqualified
employees who perform or assist with
any electrical service and maintenance.
OSHA Record Because OSHA inspections are performed
Keeping without advanced waming, all of your

records need to be kept up to date.

© 2016 National Apartment Association

Risk Management

Compliance

e  Establish a written exposure control plan

e Communicate bloodborne hazards to
employees

¢ Train employees and document training

e Investigate all exposure accidents

e  Getwritten opinions from caregivers who
evaluate employees who have been exposed

e Offeremployees the HBV vaccine

Must be in writing and should include:
e Anexposure determination

wiriii##h program not required
o tten assessment and documentation of
exposures is required
e Assessmentand documentation of hazardsin
the workplace that may require PPE
e Employee training and retraining

e Employee training and retraining

You must have:
e Injury/illness records for past five years
e Allrequired written programs
e (OSHAForm 300A
e OSHA poster
e Documentation of all training
and written assessments
¢ Medical and exposure records

34



Certified Apartment Manager™ | Participant Workbook

Sico60

5® Reference: OSHA’s Areas of Focus

(i R
See the Participant
Workbook for a summary
of OSHA’s Areas of
Focus. .
=
. 7

CAME 59
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“® Hazard Communication Standard

The Hazard Communication
" Standard (HCS) is intended to
. educate employees about:

1 Hazardous chemicals they work with
J How to use them properly
|J Awvoiding accidents or injuries

Comply with the HCS by addressing:

1 Hazardous chemical labeling

] Safety Data Sheets (SDS)

-~ 1 Written hazard communication plan
. Information and training programs

M

5® Hazardous Chemical Labe

Manufacturers and distributors
must label hazardous chemicals
with the following information:

SAMPLE LABEL

+ |dentity of the material

« Appropriate hazard warnings
= First aid instructions

* Their name and address .

CAME @

‘CopymgNt © 2015 National AparmEnt ASscciatin
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® Hazardous Chemical Pictograms

Dangers and characteristics of chemicals
are identified by pictograms

Old Pictograms Current Pictograms

CAME

‘Copyright © 2016 Netlonal Apariment Asscclstin

M

5® Reference: Hazard Communication

-
See the Participant

Workbook for:

+ Hazard Communication
Standard Pictogram
Quick Card (Source:
OSHA)

* Hazard Communij
Standard Sampl

(Source: OSHA) .

© 2016 National Apartment Association 36
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Hazard Communication Standard Pictogram Quick Card

OSHA 25

Hazard Communication Standard Pictogram

As of June 1, 2015, the Hazard Communication Standard (HCS) will require pictograms on labels to alert users of the chemical hazards to
which they may be exposed. Each pictogram consists of a symbol on a white background framed within a red border and represents a
distinct hazard(s). The pictogram on the label is determined by the chemical hazard classification.

HCS Pictograms and Hazards
Health Hazard Flame Exclamation Mark

&

= Carcinogen = Flammables

= Mutagenicity = Pyrophorics

» Reproductive Toxicity » Self-Heating

= Respiratory Sensitizer = Emits Flammable Gas
= Target Organ Toxicity = Self-Reactives

Aspiration Toxicity Organic Peroxides

Exploding Bomb

= Explosives
= Self-Reactives
= Organic Peroxides

Gas Cylinder Corrosi

<.>

= Gases Under Pressure

Flame Over Circle Skull and Crossbones

« Oxidizers = Aquatic Toxicity = Acute Toxicity (fatal or toxic)

(Non-Mandatory)

For more information:

o ® Occupational
Safety and Health
Administration

.5, Department of Labor
www.osha.gov (B00) 321-0SHA (6742)

QOSHA 3451-02 2012

C AM Eﬁ © 2016 National Apartment Association .
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Hazard Communication Standard Sample Label

SAMPLE LABEL

PRODUCT IDENTIFIER HAZARD PICTOGRAMS

e S ®

SUPPLIER IDENTIFICATION

SIGNAL WORD
Company Name

Street Address Danger
City State HAZARD STATEMENT
Postal Code Country

E— Highly flammable liquid and vapor.

E Phone Mumbe
mergency rFhone Number May cause liver and kidney damage.

PRECAUTIONARY STATEMENTS

Keep container tightly closed. Store in cool,
well ventilated place that is locked.

Keep away from heat/sparks/open flame. No
smeking.

Only use non-sparking tools.

AL INFORMATION

Lse explosion-proof electrical equipment. Lot Number
Take precautionary measure against static

discharge. _ Fill Date:
Ground and bend container and receiving

equipment.

Do not breathe vapors.

Wear Protective gloves.

Do not eat, drink or smoke when using this
product.

Wash hands thoroughly after handli

Dispose of in accordance with local, r
naticnal, internatienal requl 55 led.

In Case of Fire: use dry
Carbon dioxide (CO5) fire isher

extinguish.
First Aid
If exposed call Poison Center.

If on skin (on hair): Take off immediately any
contaminated clothing. Rinse skin with water.

C AM Eﬂ © 2016 National Apartment Association

GCERTIFIED APARTMENT
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5 Chemical Storage and Use

Original Container Non-Original Container

+ Make SDS available to - Labels are recommended
employees that notes the [  but not required if using
potential for health or contents immediately
physical hazards "1 Labels are required if:
Ensure hazard warning = A container will not be
labels are not defaced or emptied by end of shift
removed I + More than one person will

use contents .

" Safety Data Sheet (SDS)

A document that describes the

health and physical hazards

associated with a particular

chemical

- Based on the hazard
performance evaluation

+ Supplements the product label

« Required from all manufacturers
and distributors .

CAME

CopyrgNt ©:2016 National Aparimant Asscctatn

™ SDS Employer Responsikj

« Have SDS for each hazardous
chemical

» Liquids, solids, and gases
« Provide to and train staff

+ Must be written in English &
readily accessible to staff .

CAME
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-8 Reference: Minimum SDS Requirements

~
See the Participant
Workbook for:
éj + Minimum SDS
Requirements
;»?b——:‘\-\\/g; + Hazard
Communication Safety
Data Sheet (SDS)
Quick Card .

CAME e 1 Nt At Ao 68
Minimum SDS Requirements:
Identification
Hazard Identification

Composition/information on ingredients
First aid measures

Firefighting measures

Accidental release measures
Handling and storage

Exposure controls/personal protectio

Physical and chemical propertj
Stability and reactivity
Toxicological informatj
Ecological informati

Disposal considerat
Transport information
Regulatory information
Other information

C AM Eﬁl © 2016 National Apartment Association 0
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Hazard Communication Safety Data Sheet (SDS) Quick Card

OSHA 25

Hazard Communication Safety Data Sheets

The Hazard Communication Standard (HCS) requires chemical manufacturaers, distributors, or importars to
provide Safety Data Shests (SDSs) (formerly known as Material Safety Data Shests or MSDSs) to
communicate the hazards of hazardous chemical produds. As of June 1, 2015, the HCS will require new
SDSs to be in & uniform format, and indude the section numbers, the headings, and assocated
information undzr the headings below:

Section 1, Identification indudes product identifier; manufacturer or distributor name, address, phone
riumber; emergency phone number; recommendad use; restrictions on use.

Section 2, Hazard(s) identification includes all hazards regarding the chemical; required |
elemants.

Section 3, Composition/ information on ingredients indudss information on chemical
frade secrst daims.

Section 4, First-aid measures includes important symptoms/ effects, acute, ed; required
traatment.

Section 5, Fire-fighting measures lists suitzble extinguishing techn E hazards
from fire.
Section 6, Accidental release measures |ists emergency g ive equipment; proper

methods of containment and dezanup.

Section 7, Handling and storage lists precautions fg , including
incompatibilities.

Section 8, Exposure controls/ personal protection |i issible Exposure Limits (PELs);
Threshald Limit Values (TLVs); zppropriate & i personzl pratective equipmert (PPE).
Section 9, Physical and chemical properti

Section 10, Stability and reactj stability and possibility of hazardous reactions.

o5 of exposure; related symptoms, acoute and

Section 12, Boological information™
Section 13, Disposal considerations™®

Saction 14, Transport information™

Section 15, Regulatory information™

Section 16, Other information, includes the date of preparation or last revision.

*Nate: Since other Agendes ragulate this infarmation, OSHA will not be enforcing Sections 12 through
15(29 CFR 1910.120000)(27).

Employers must ensure that SDSs are readily accessible to employees.
Se= Appendix D of 1910.1200 for 2 detailed description of SDS contents.

Far maore information: www.osha.oov

@SHA (BO0) 321-05HA (6742)

1J.S. Department of Labor

C AM Eﬁ © 2016 National Apartment Association i
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5® Written Hazard Communication Plan

All properties must have a written hazard communication
plan which includes:

- Assigning specific duties to individuals

« How the company plans to ensure compliance

« Inventory of hazardous chemicals

« SDS information . \“" ‘
/ * A

CAME &

‘Copyright © 2016 National Aariment Assccistion

Slide 70

™ Written Hazard Communication Plan

' \ bl ‘ You must:
A » » Notify staff of the plan and how to
. request a copy
% - Review the plan quarterly to
\ ) ensure compliance
. ‘ = Verify contractor statements

about hazardous materials .

CAME Copyright & 2016 Natiral Apariment Asscclation
Slide 7
58 Lockout/Tagout Standard

@ Locking out literally means

placing locks and tags on:

+ Electrical switches
+ Liquid or gas valves and
« Other energy control points

Compliance includes:

« Written lockout/tagout program

+ Inventory of hazardous energy sources
* Employee training and retraining

Types of Employees:
« Authorized- doing the actual service
« Affected- affected by the service.

CAME n
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™ Potential Hazardous Energy Sources @

Energy comes in many forms:

Electrical (circuit breakers, switch
boxes, control panels)

Hydraulic (water pressure valves, pump
handles)

Chemical (gas valve handles)
Pneumatic (air pressure valves)

Mechanical (manually controlled
handles)

Thermal (steam valves) .

CAME 7

Copyright & 201G Natlonal Apariment Asscciagan

Slide 73

® Bloodbome Pathogens Standard

@ OSHA’ s Exposure Control program for dealing with the
control of bloodborne pathogens in the workplace, including
Hepatitis B (HBV) and HIV
You should:
[ Establish a written exposure control plan
0 Communicate bloodborne hazards to employees
{1 Train employees and document training
O Investigate all exposure accidents
1 Get written opinions from caregivers
who evaluated employees who have
been exposed
O Offer employees the HBV vaccine
CAMB i

Slide 74

“® Bloodbome Pathogens re

You must investigate
You must survey exposures. exposure incidents.

The most common activities These include:

that cause exposure are: - Piercing injuries

» Providing first aid + Cuts or punctures

- Cleaning up after an incident . Transfer of blood or bodily
« Cleaning drains fluid to open sores .

« Unstopping toilets
» Disposing of used syringes

CAM

‘CopygNt © 2016 Nationa Aparimen Assocain
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Slide 75

® Reference: Bloodborne Pathogens Exposure

~
See the Participant

Workbook for a summary of
: the Bloodborne
B Pathogens Exposure
E‘:____\‘_E"-‘-\\_“g Control Plan. .

=
2211 L——————— 7

Bloodbome Pathogens Exposure Control Plan

The Bloodborne Pathogens Exposure control plan outlines the task&and procedur®® to follow when occupational

exposure to blood occurs without regard to personal protedi hi d gffipment.
Action on
An exposure determination  CAMs must determi loyees may incur
occupational

Ascheduleand methodof ~ Thisincludesc
implementation preve
Post-exposure evaluation Exposur

ethods or universal precautions to
or other infectious materials
Id be reported and the employee

and follow-up red post-exposure evaluation and follow-up
Interaction with health car ion must be obtained from the healthcare
professionals

Training oyees receive general information; anyone who can be

exposed through job activities must receive formal training

= © 2016 National Apartment Association 44
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® Personal Protective Equipment @

OSHA requires the use
of Personal Protective

Equipment (PPE) to reduce
exposure to hazards in the
workplace.

« Goggles & Safety Glasses

« Gloves & Foot Protection

« Hearing Protection

+ Respirators & Dust Masks

+ Personal Fall Protection

+ Aprons

+ Hard Hats and Face Shields .

CAME i

‘CopyrgNt 212016 Naboral Apartment Asscciatan

Slide 7

® OSHA’s PPE Standard @)

The PPE Standard addresses:
» Assessing and documenting hazards in the workplace
+ PPE selection

+ Training for PPE

» Evaluating the program

A written program is not required,
but written assessment and
documentation of exposures

is required .

CAME
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Slide 78

® Electrical Safety-Related Traini rogram

Phase Two of OSHA’s Lockout/Tagout Standard
includes requirements for training employees who
perform electrical service and maintenance.

The training requirements cover hoth qualified and
unqualified employees who:

« Perform electrical service
and maintenance

« Assist with any electrical work .

CAME 78

‘Copyright ©:2016 National Agariment Asscelatian

C AM E@I © 2016 National Apartment Association .

ENT




Certified Apartment Manager™ | Participant Workbook Risk Management

Slide 79

® Electrical Safety-Related Training Program (%)

Qualified Employees Unqualified Employees
Have training in avoiding Have little or no training and
electrical hazards working on may assist in installation .
or near exposed energized

parts

CAME 7

80
™ Keeping Records @

Because OSHA inspections are performed without
advanced warning, all records need to be kept up to date.
You must have be able to produce or have on display:

* Injury and illness records for

the past five (5) years
« All required written programs

* Documentation of all training
and written assessments

+ Medical and exposure records

You must have on display:
*  OSHA Form 300A (Feb. 1 —Apr. 30)
- OSHA poster .

CAMBE i it
Slide 8
® OSHA Safe Working Condi ining
* Hazardous Materials ‘
« Lockout/Tagout Trainingd s
= Bloodborne Pathogens Knowledae, cog\:gfgsfnent 3
. ional - pr
+ Electrical Safety-Related ~ profe=s it ocarion 2o
Work-Practice for practical SkUIS L raining
. n- - nt
Qualified Employees S Off-the-oP et

Electrical Safety-Related
Work-Practice for
Unqualified Employees .

CAME 51
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Slide 82

- ® Reference: Safe Working Conditions Training

( ™
See the Participant
Workbook for additional
details about Safe

Working Conditions
Training. .

B
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Safe Working Conditions Training

Employers are required to provide training and information to employees to create a safe working environment.
Employees must receive training in the following areas to comply with OSHA's areas of focus.

Topic Types of Hazardous Materials

Information e  Written Hazard Communication Plan
O Availability and location of the plan

o Alist of hazardous material in the workplace
e Thecentral location of all Safety Data Sheets (SDS)
e Anexplanation of non-routine tasks
e Therelationship employers have to outside contractors
Training Requirements | ®  Training schedule for staff and periodic trainigSessions about hazardous chemicals
e Record employee attendance at training ing sessions
Training Content e Methods and observation techniques to dete nce of hazardous materials
in the workplace
e Potential health and physicaldfe®@uds ia ith chemicals used in the workplace
e Measures necessary to e ers these hazards
e  Use of personal protgfitive ¢ ent (PPE) such as gloves, face shields, goggles,
respirators and prot
e Details abou
O TheH unications Program
0 @Bhe
o) %\
Vto obtain and use hazard information
a@\ hazardous chemical stored or used in the workplace
Topic out/Tagout Standard

Training Requirements | Employee training and retraining is critical. Each property must schedule and document
training sessions for all employees. The following employees must be trained:
e Authorized employees (those actually performing service and maintenance)
o Affected employees (those who are affected by actions of authorized employees)
e  Other employees (office employees)

Training Content The scope of the standard

Methods and procedures to de-energize equipment
Employee responsibilities

Auditing procedures

Hazardous energy inventory

Topic Bloodbome Pathogens

© 2016 National Apartment Association 48
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Training Requirements | Each property must provide formal training for employees who engage in potential
exposure activities as defined by the standard.

Training Content e Scope of the standard
e  Basic definitions of bloodborne pathogens
e  Exposure parameters
e Methods of compliance
e |noculation/HBV
e Decontamination and proper disposal
e Reporting incidents and procedures to follow with a healthcare provider
e Recordkeeping parameters and follow-up procedures
Topic Electrical Safety-Related Work-Practice
Training Requirements | Thisis phase two of OSHA's Lockout/Tagout S ployers must have a written
training program for qualified and unqualifie s whp perform electrical service
and maintenance, indluding those who perform ice and maintenance, or
assist in the process on the property. TRiQing must:
e Bedocumented in writing
e Bescheduled
e Have periodic sessio|
e Have (training) plans compliance
e Bedelivered s imappropriate and timely manner
This prog| rate stand-alone program or part of a lockout/tagout program
Training Content Quiali Unqualified Employees
ve traling in avoiding electrical Have little or no training and may
king on or near exposed assist in installation
energig@d parts
e training on: Receive training on:
e Basicelectrical principles e Basicelectrical principles
o Safety related work practice (proper e Emergency procedures and
hand and power tool usage) response
e Emergency procedures and
response

e Premises wiring repairs
e |Installation of electrical conductors and equipment within or on buildings or structures
e  Other premises such as yards and parking lots

© 2016 National Apartment Association 49
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™ OSHA Inspections

OSHA officers or state safety & health
compliance officials are authorized to:

. Enter any workplace covered
under OSHA regulation during
regular hours

. Inspect and investigate any
facility, equipment, and personnel
records mandated by the
regulations

. Interview personnel

. Inspect those areas that aren’t
covered by the employer’s
consent or included in the original
inspection notice .

CAMER 8

U Imminent danger

1 Catastrophes and fatal
accidents

1 Employee referrals

J Programmed inspections

[ Follow-up inspections

- -
- U Orient contractors to the property
U Warn them of any possible hazards

[ Require a Certificate of Insurance
before work begins

\ U Know what is happening on the property

\0 Che:::k in frequently '
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Emergency Plans

When disaster strikes, you must be concerned with the welfare of residents and employees, as well as rescue and
medical personnel.

Emergency Plans

Slide 8

® Anticipate and Plan for Emerge

4 Develop various Educ ff N
emergency T les
procedures

0 . 12}
Areas to Addr
Q ° ) @
Train staff
Hold to respond to
periodic drills ./ emergencies
CAME &7

‘CopyAgNE @ 2016 Nallonal Apanment Asscetan
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™ Emergency Plans

An emergency plan can help:
« Conserve limited resources

= Limit further damage or injury
= Limit or avoid negative media
« Limit liability

« Meet regulatory requirements

Resources:

- IREM’s publication “Before Disaster Strikes: Developing an Emergency
Procedures Manual” (3rd edition).

+ NAA website in the “Emergency Response Plan Library” .

CAME 8

‘COpyTgNt ©2016 Natianal Aparment Associatan

Slide 89
om
o Emergency Plans
Emergency plans may be

required by:
- Federal, state or local
governmental agencies

J - - Regulatory agencies
R - - Corporate policies
R E - Insurance providers .
CAME
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~® Impacted Entities

The goal is to minimize impact to
residents, staff and business
operations

CAME %0
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® Impacted Entities: People

= - ()

Groups to consider Whatto consider

=
I

0 Vendors .

0 Familiarity with property

U Visitors 0 Peak periods of
J Residents occupancy
1 Neighbors 1 Disabilities of staff or
residents
Prevention

0 Train staff to use equipment, hazardous materials & tools
1 Encourage residents to report dangerous conditions

Siide 92
“® Impacted Entities: Property

Buildings
1 Can aid in the
containment of an

Grounds

Consider how the followin
can aid or hinder:

emergency 0 Building configuration
 Can hinder rescue Q Signage

attempts because of O Pariing & trafi

infrastructure or property arking & lraffic

arrangement O Availability of wate
Prevention
1 Follow all building and fire codes

5" Impacted Entities: Busine

) (] 22D

Components Operational Continuity
Things necessary to conduct U Protect main storage
day-to-day operations, location for business
including: records
1 Equipment [ Ensure business
U Supplies operations can resume
O Infrastructure with minimal interruption
O Stafiing 1 Reputation

Prevention

1 Back up computer files
[ Store back-up electronic and paper files off site

© 2016 National Apartment Association 53
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~*® Developing Emergency Plans

-

Identify areas of high risk

Evaluate and prioritize
potential emergencies
Evaluate their impacts
Create a plan according to
their impacts

Implement the plan

Train and drill according to
the plan

Review and adjust the plan

based on drill experiences .

® Identify Areas of High Risk

By establishing which
emergencies are the
highestrisks, you can

prioritize how to
address them.

[ Ensure buildings and grounds are

free of avoidable hazards

|d Train staff to use available rescue

and safety equipment

1 Encourage residents to develop their
own personal emergency plans

CAME

® Evaluate and Prioritize Ris

* Proximity

+ Adjacent properties

- Weather and geography
* Residents

+ Property arrangement

* Property infrastructure .

C AM Pﬂ © 2016 National Apartment Association
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Proximity What is the distance to the nearest airport,
rail line, interstate highway, subway or
industrial facility?

Adjacent What are the activities on the property next

properties toyours? What emergencies could that
property experience that would affect you?

Weatherand | Isthe propertyinanareathatis at risk for

geography flooding, tornadoes, hurricanes, heavy
snowstorms, or earthquakes?

Residents Are your residents mostly elderly, families, or
singles? How would they respond to an
emergency? Are there language barriers to
consider?

Property How dose are the buildings? Are the streets

amangement | and building entrances easily accessible for
larger emergency-response vehides? Are
buildings high-rises with elevators or single
story?

Property What should you consider about the

infrastructure | buildings’ emergency resistance or
containment capabilities, emeggency
detection systems, security a
systems, and lighting?

C AM F—'%I © 2016 National Apartment Association
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™ What to Include

The plan should specify details for:

Prevention
Detection
Communication
Evacuation
Containment/Mitigation .-,‘,?
Recovery O te..g;\ .@-‘é
Public Relations . g

CAMEB a7

M

® Implementing Emergency Plans

Coprght § 0% Mabnal Aparbren Aasceten

CAMEB

~® Common Emergencie

Distribute an appropriate version of the plan to all affected
parties
Sponsor training sessions
Conduct drills
+ Simulate an actual
emergency
« Ensure the evacuation
can be fully executed
Acquire any additional
materials and equipment .

Cepyroht ® V8 Nabonss Aparimact Astcsuton

Fire

Natural Disasters

Technological Disasters

B ) Criminal Incidents

GHOE

CAME i "
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1 Arson

1 Fire hazards in
apartments
(e.g. newspapers stored
next to fumaces)

1 Electrical overload

i U Resident inattention
(e.g. stove fires)

J Smoking and
smoking materials

1 Certain
maintenance

procedures
(e.g. welding)

® Activity: Emergency Plan Demonstration

~
Instructions:

Using Fire as an example, walk through the
process of building an emergency plan with
your facilitator. .

(.

CAMEE *

Slide 102

an Natural Disasters

0 Floods
0 Extreme winds
O Hurricanes
O Tornadoes
[ Severe storms
U Earthquakes

el 2016 National Apartment Association 57
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a= Technology Emergencies

[ Loss of utility services
1 Power outage

U Life support systems
that rely on technology

O Information systems or

equipment
U Information theft

O Burglary
U Robbery
L) Assault

P U Muggings
8 0 Murder

Participant Workbook

Know who to contact about a crim
emergency. This places the si ua. "1 inui»
hands of trained professi \n2’.

e
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Prevent and Control Loss

Prevent and Control Loss

Slide 106

58 Liability

Liability is predicated on negligence
including a duty owed, a breach of
that duty, and damages resulting

—

= A B

g

v 4

R

% Liability risks bring:
« Financial impact

* Third party liability

+ Impact on insurance rates .
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® Negligence

An unreasonable response to a

foreseeable risk

I Management was legally
responsible for the “control
area” and failed to repair the
“system” or a problem that
caused the injury and/or
property damage.

| Management knew or should
have known an accident was
likely to happen in the area.

|J Management could have
sharply reduced the chances of
an accident with reasonable
attention to the maintenance or
repair problem.

CAME

~® Loss Prevention and Control

Loss Prevention

+ Being proactive in preventing
losses

+ Being in compliance with
safety requirements

Loss Control

+ Doing everything you can to
mitigate the impact of the loss
once it occurs

One is PROACTIVE:; the other is REACT!/

CAME . 00

yTight 8 2014 Natioral Aparimant Asscciation

- Loss Prevention

-

Look for unsafe conditions and fix
them immediately

- If unable to fix, warn employees and

residents

Comply with state & local health,
safety and building codes
Ensure appropriate signage and
warnings are in place
Practice good maintenance
including preventive maintenance
Solicit and respond quickly to safety complaints
Install safety features
Be aware of potential threats
Involve residents and employees in fire evacuation procedures
Know accident investigation guidelines .

.
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™ Loss Control

* Know who to contact

+ Address problem situations as
soon as they come to your
attention

+ Know your financial responsibility,
especially regarding personal
injuries or emotional trauma

+ Learn from incidents that occur at
the property

+ Have good liability insurance .

CAME 10
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~® Loss Control: Finance Risk

The most common risk management
strategy is to finance the risk.

Risk can be financed in
several ways:

* The risk can be retained
through the use of
deductibles, or higher
self-insured retentions

* The risk can be
transferred to an insurer .

CAME
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® Loss Control: Insurance

* Premiums
« Deductibles
* Reducing insurance costs

* Increase self-insured retention
or deductibles

+ Continuously inspect property

- Use experts to provide input —
brokers and underwriters

» Keep good records

+ Review property needs annually
before renewing coverage .

CAME
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~® Types of Insurance

Property Covers property loss andior damage
Insurance to buildings, their contents and
external equipment )
Fidelity Insurance by employees and in some cases by
third parties
L. o
Third Party Protects against liability, the risk that
Liability Insurance someone will make a claim against
the property for injury or damage
Workers' Provides employee medical and lost

wage benefits in the event of a work

Compensation e !
related injury or illness.

Slide 114

" Reference: Insurance Types

-
See the Participant
Workbook for additional
information about
Insurance Types. .
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Insurance Types

Property Managers must have basic knowledge of the types of first party property and liability insurance coverage
needed in the multifamily housing industry, as well as knowing the responsibilities involved with meeting the terms
of the insurance package.

Property Fidelity Third Party Liability Workers’ Compensation

Covers property loss Covers losses from fraud Protects against liability, Provides employee
and/or damage to and theft by employees therisk that someonewill | medical and lost wage
buildings, their contents andinsome casesbythird ' makeaclaimforinjuryor | benefitsinthe eventofa
and external equipment parties: damage work related injury or
Coverage typesinclude: e Onthe premises e General Liability iliness. Benefits are paid
e Fire e Intransit j regardless of liability.
e Mechanical e Theft, mysterious e Medical treatment

Equipment disappearances or o e Rehabilitation costs
e Burglaryand Robbery damage o e Lost-wages
e Rentloss e Regularsalary
e Flood Loss replacement

el 2016 National Apartment Association 63
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Slide 11

~® Types of Insurance: Property

Property Covers property loss and/or
Insurance damage to buildings, their contents
and edemnal equipment
Coverage examples include:
Fidelity . Fire
Insurance « Mechanical equipment
- Burglary and robbery
Third Party * Rentloss
Liability « Flood loss
. Insurance | - Businessinteruption
Workers’
Compensation
Slide 116

=® Types of Insurance: Fidelity

Covers losses from frauds and thefts
Fidelity Insurance by employees and in some cases by
third parties:

l H

*  Onthe premises
Third Party +  In transit
Liability *  Theft, mysterious di
Insurance damage
Workers’
Compensation
Slide 11

oo

® Types of Insurance: Third-Party

Property
Insurance
. Protects against liability, the risk that
Fidelity someone will make a claim against
Insurance the property for injury or damage;
General Liability Insurance includes:
*  Bodily inj
Third Party . Pm::rty’gmge
Liability Insurance (e injuries
.+ Burglary or vandalism
Workers’
Compensation

C AM Pﬁﬁ © 2016 National Apartment Association
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™ Types of Insurance: Workers' Compensation

)
Property
Insurance
R
TR
Fidelity Provides employee medical and
Insurance lost wage benefits in the event of a
\ ) work-related injury or illness.
Benefits are paid to the employee
(TR Ao
TIIII'“:) Eiat;tv regardiess of liability and include:
ia )
Insurance +  Medical treatment

—_— + Rehabilitation costs

+ Lostwage replacement
Workers’ + Regular salary replacement
Compensation while unable to work .

~*® Incident Report

An incident includes all
accidents, crimes, property
losses and resident losses
Complete an incident report for
any injury or damage no matter
how minor

Provide a detailed description of
all pertinent information

Include a description of the
demeanor of the complaining
party and his/fher comments and
attitude

Include names of witnesses and
any information obtained from

-

-

An incident report
used immediately to

them
CAMB Copyright & 2018 Matonsl Aparent Aapoownos
Slide 120
™ Handling Claims

+ Complete an incident report
+ Follow up with the resident
« Write everything down

+ Take photographs

+ Never give rent concessions
or credits

+ Mote important information regarding |
weather conditions, time of day, etc. as appropriate

+ Do not accept liability for medical bills
Obtain a copy of the police report

Refer all claims involving a car to the resident’s automobile
insurance company

+ File promptly .
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S —

65




Certified Apartment Manager™ | Participant Workbook Risk Management

Slide 12

® Claims Management

J Criminal episode or injury
8 U Security representations
1 Referral to police
[ Confidentiality
~ 0 Locked files
1 Documentation
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Wrap Up

Risk Management

Siide 122

Wrap Up

Slide 123

™ Risk Management Key Points

U Risk management is a process that involves recognizing,
evaluating, confronting and preparing for any threat to
your property. )

(1 Assets to protect include property, people and community
goodwill.

0 Being knowledgeable about environmental hazards and
EPA regulations is critical.

L Reduce safety risks by maintaining the

0 To ensure safe working conditions, follow all O
employer safety and health rules.

[ The goal of emergency planning
residents, staff, and business g

Slide 124

Risk
Management
Thank You

CAMEE
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Knowledge Check Answers

Knowledge Check: CAM's Role and
*® Responsibilities

1. Whatare the three property assets to protect through
risk management?

* Property

+ People

+ Community Goodwill

2. Whatareas should a risk management process
address?
+ |dentify potential risks in operations

+ Analyze the frequency and severity of past/ potential
losses

+ Eliminate or reduce risks
+ Build financial protection to cover non-eliminated risks
+ Create risk management policies and procedures

B Knowledge Check: Minimize Risk to Physical Property

3. Listthree types of financial risk.
Fraud
Theft
Embezzlement

4. Whatis the most common risk management
strategy?
Financethe risk

5. When minimizing financial risk, whg
to consider?

+ Income, Fees, and Cash
+ Physical Property

+ Records and Screenig

B Knowledge Check:

6. What are the three highest liability areas?
* Property Hazards
* Environmental Hazards

* Crime Deterrence

7. Whatare your responsibilities to provide habitability?
= Repair and maintenance to reduce safety hazards

= Maintaining required housing habitability

8. What must all public pools and spas have?
Anti-entrapment devices
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B Knowledge Check: Minimize Risk to Residents

9. When/how can you communicate to residents about
their safety?

* During the lease signing meeting

+ With notice letters when serious incidents occur

* During resident meetings

* In the community newsletter

10. List two federal environmental governing agencies.
= Environmental Protection Agency (EPA)
+ Occupational Safety & Health Administration (OSHA)

B Knowledge Check: Minimize Risk to Employees

11, Whatare the six areas of focus for OSHA that
employers are required to comply with?

= Hazard Communication Standard

» Lockout/Tagout Standard

= Bloodbome Pathogens

= Personal Protective Equipment (PPE)

* Electrical Safety-Related Work-Practice

* OSHA Record Keeping

12. The maintenance technician was using hazardous
chemicals during his shift. What should he do at the end
of his shift?

Empty and clean the container

# Knowledge Checlg

13. Whatis a Saft

A documentthatdesch
associated with a particular chegnical of

physical hazards
rial

14. Whatare the written requirements for the PPE
standard?

The standard does not require a written program, but does
require a written assessmentand documentation of exposures

15. Why is it important for managers to be informed of
the OSHA regulations and perform regular inspections
to ensure compliance?

To comply with regulations when an OSHA inspectionis
performed and help you avoid any fines or possibleinjury claims

= © 2016 National Apartment Association 69
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# Knowledge Check: Emergency Plans

16. Whatis the goal of emergency planning?

To minimize impactto residents, staff and business
operations

17. Whatare the three majorimpacted entitiesin an
emergency?

* People

* Property

* Business

18. Whatis the purpose of an emergency drill?

To ensure that all aspects of the evacuation can be fully
executed

® Knowledge Check: Emergency Plans

19. What are the components of an emergency plan?
* Prevention
* Detection
* Communication
= Evacuation
Containment/Mitigation
Recovery
Public Relations

20. In relation to emergency planning, what are the thr
components of a business?
» Equipment
* Supplies
* Infrastructure

8 Knowledge C

21, Whatis loss ¢

Doing everything you can to mitigat:
onceitoccurs

impactofthe loss

22. Whatis loss prevention?

Loss prevention is being proactive in preventing losses

23, Third party insurance involves what three parties?
= The policyholder
* The insurance company

= Third party to the insurance contract, the claimant against
the policyholder
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58 Knowledge Check: Prevent and Control Loss

24. Whatis an incident?

Anincidentincludes all accidents, crimes, reported losses
and resident losses at a property

25. Whatare three things covered by General Liability
insurance? Please provide an example of each.

* Bodily injury

* Property damage

+ Personal injuries
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