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Waverly Estate Condominium Association, Inc.
PO Box 893,   Conway, SC 29528-0893
Property located at Gazebo Lane, Holtsville, NY  11742
(843) 772-0043 telephone
Email: waverlyestates@sbmsi.com.  Website: www.waverlyestates.com
Office hours: Mon., Wed., Thurs.– 9:00 am to 5:00 pm

LEAKS AND WATER DAMAGE

PROCEDURES FOR REPORTING A LEAK INSIDE YOUR HOME

In recent years, there has been an influx of water damage claims at Waverly Estates.   There are several ways in which water can damage the inside of your home.  A leak may come from the roof or siding, a window or door, an interior, water-producing appliance such as a hot water heater, dishwasher, washing machine, toilet, shower, bathtub etc., or a pipe inside or outside of the sheetrock walls.  

The reporting, responsibility and repair of damage caused by these instances of water intrusion are different.  Therefore, to attempt to simplify the procedures and answer many questions, we are providing a general list of procedures if something happens to cause water damage inside your home. It is important that residents follow these procedures.  It is also important that residents speak with their insurance agents regarding coverage for water damage that is outside the scope of the responsibility of the condominium Association.  

1. 	Reporting a roof or siding leak

· Townhome owners and upper Simplex model owners – If you notice a water stain on your ceiling or walls, you must contact the Property Manager by calling or emailing the office as soon as the stain is noticed.  The Association will send a Board member to take pictures and a contractor to determine what is causing the water intrusion.  

· Ground floor Simplex model owners - If you are a ground floor Simplex owner and notice a stain on your ceiling, it is likely coming from the unit above you and not from the roof. 

Therefore, in addition to contacting the Property Manager as soon as it is noticed, you must alert the owner above you immediately to attempt to stop them from continuing to do what is causing the leak at the time it is first noticed.  If they are showering or using a water-producing appliance, they must be asked to stop using it immediately.

Please note: Not all siding leaks are from a failure of the siding itself. Some are from a failure of the window or the sliding doors, especially in cases where the windows or doors have not been replaced since Waverly was built.  Since windows and sliding doors are the responsibility of the homeowner, the financial responsibility to make repairs resulting from their failure may not be the Associations.  This will be determined upon evaluation of the water damage.  

2.	Reporting the claim to the Association– ALL model types - The incident must be reported to the Property Manager within 24 hours via telephone and email.  

All correspondence after an initial incident report must be in writing. If you do not use email, please provide the email address of a friend, relative or other representative who can receive written correspondence on your behalf which will be checked daily. 

The report must include: 

a. Date & approximate time of the incident

b. Cause of the water damage such as the location of the pipe or appliance that failed. This information must be very specific. 

c. List all areas of your property that were affected by the water intrusion. 

d. If known, list all areas of an adjoining unit owner’s property such as that of the unit owner beneath yours for upper simplex model owners or next to you for townhome model owners. 

e. Indicate what steps were immediately taken to stop the water from causing additional damage such as a plumber being contacted.  

f. Provide all contact information, including email address for any contractor you immediately called to stop the water.  They will be asked to provide our office with all necessary insurance and license information.

3.	Reporting the claim to your insurance agent - Contact your insurance agent to report the claim within the same 24-hour period.  Your agent may automatically assume that water damage is covered under the HOA’s policy and may request to see the By-Laws.  However, since the causes of water damage can be very different, all claims resulting from this damage are handled differently and subject to complete review by both your carrier and that of the Association.  All claims will require an inspection by one or more insurance adjusters.   
 
Provide the email address of the Property Manager to your insurance agent. All correspondence between your insurance agent and the Property Manager must be in writing.  Telephone conversations will not be acceptable unless otherwise agreed to by the Property Manager.  This is to ensure there is a record of all correspondence regarding an insurance claim. 

2. Hiring contractors to repair damage – Once responsibility has been established, which can take anywhere from two to four weeks, depending on the insurance carriers, contractors must be hired to repair the damage. 

Responsibility is defined as the party who is financially responsible for repairing the damage.  This is not about blame or negligence.   It has to do with insurance coverage.  If it has been determined that the water damage was the result of a failed appliance or interior plumbing (anything outside of the sheetrock) that you are required to repair and maintain, the financial responsibility may be yours, even if your insurance company does not provide coverage under your policy.  It is best to discuss this with your carrier and add coverage in case of accidental water damage that is not covered under the Association’s responsibility.  

Unit owner’s responsibility - If the responsibly lies with the unit owner, along with the submission of a written application to use the contractor of your choosing, the following requirements must be met to hire contractors, all of which must be approved by the Board of Managers, prior to the commencement of the work. 

a. Licenses - The contractor must hold and provide proof of a valid Suffolk County Home Improvement license specific to their trade to work in your home.  For plumbing and electrical contractors, the license must be a Master Electrician or Master Plumber’s license.  For general home improvements, excluding plumbing and electrical, the license must be the standard home improvement license. Please note: General home improvement contractors are not necessarily licensed to perform plumbing or electrical work.  These are special skills that require different insurance and a different home improvement license. 

b. Contractors’ insurance – The contractor must have a liability policy with the minimum coverage of $ 1,000,000.00 and worker’s compensation insurance.  Written proof will be required before any work can begin. 

If the contractor is a Sole Proprietor, which means he has no employees, and is not legally required to carry worker’s compensation insurance, proof of same must be provided. 

All insurance certificates must list Waverly Estates and the homeowner as additional insured.  Information will be provided as to the required wording upon receiving the claim. 
	
Association’s responsibility – If it is determined that the responsibility is covered under the Association’s policy, the Association will provide all contractors necessary to repair the damage. 
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