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An evacuation drill is to be held each semester, one daytime and one evening drill (where relevant). Evacuation drills during term-time are only announced to key personnel as determined by the Campus Safety Health & Welfare Committee. 

[bookmark: _Toc177383305]2.Scope

These arrangements apply to all University premises, including non-portered buildings.  

[bookmark: _Toc177383306]3. Responsibilities

[bookmark: _Toc177383307]Campus Safety, Health, and Welfare (SHW) Committee
1. Agree schedule of dates for evacuation drills for each semester at Campus Safety Health and Welfare Committee meeting. 
2. [bookmark: _Int_rbAuLy29]Drills should be at the beginning of each semester, in particular where apprentice classes are held.
3. Agree list of personnel to receive advance notification of drills. 
4. Liaise with key stakeholders regarding exams/external visits and plan the drills around these if needed. 
5. Keep a record of all evacuation drills. 
6. [bookmark: _Int_72bTdsID]Review feedback from the drill(s) at subsequent committee meeting and decide on action items as a result of feedback.
7. Refer action items to the Campus and Estates Office or Head(s) of School/Function where necessary.

[bookmark: _Toc177383308]Safety, Health, and Welfare Office 
1.  On receipt of online evacuation evaluation forms from staff and students, compile all feedback and forward a synopsis to the Campus Safety Committee. 
2. Refer any urgent items immediately to the relevant persons responsible e.g., the Campus and Estates Office, Facilities Management Company, or Head(s) of School/Function.

[bookmark: _Toc177383309]Secretariat of the Campus SHW Committee
1. Circulate drill communication in advance to agreed list of personnel.
2. Following drills, circulate the online evacuation evaluation form to all staff and students for completion. 

[bookmark: _Toc177383310]Estates Services Supervisor
1. Ensure that two Estates personnel are designated as Incident Controllers (one for inside and one for outside) for all buildings, including non-portered buildings. 

[bookmark: _Toc177383311]Incident Controller: (Internal & External)
1. [bookmark: _Int_n77rCqrn]A designated member of staff, usually the Campus and Estates Office personnel on duty or another appointed person, assumes the role of Incident Controller during a fire alarm activation or an emergency situation requiring evacuation. They may be tasked with the following main duties:
Notify Gardaí and/or fire alarm monitoring company in advance, where necessary.
Internal: Operate and monitor the fire alarm and fire refuge system. Stay at the base. Nominate someone to be external Incident Controller. 
External: Be identifiable as the Incident Controller (orange high-visibility vest) and deal with crowd control, vehicle/pedestrian hazards etc.
Make use of communication equipment available to give instructions where necessary e.g., walkie-talkies, loud hailers, public address system.
2. Give the “all-clear” to return to the building utilizing a “foghorn.”
3. Complete the incident controller report form and ensure the Fire Register is updated. 

For Grangegorman

[bookmark: _Toc177383312]TU Dublin Incident Controller (TIC)

· has the overall authority to coordinate the tasks required by the TU Dublin emergency response team (spill clean-up, lock down etc.)
· [bookmark: _Int_5vgs7z3r]will communicate with the control room (Orchard House) to alert when an emergency situation has been identified
· will coordinate the building evacuation, if required, ensuring all staff, students, visitors, and occupants are directed to the emergency exits and to the Assembly Point
· will check the back-up refuge board to identify if there is someone in a refuge
· will provide information from the emergency box to Sodexo Incident Controller (SIC) (where relevant)
· will act as the central contact point at the base (entrance to building), liaising with the Sodexo Incident Controller (SIC), providing, and receiving critical information
· will receive the communication from the SIC
· will alert all people at the Assembly Points when given the all-clear is granted to re-enter the building.


[bookmark: _Toc177383313]Sodexo Incident Controller (SIC)

· has the overall authority to coordinate emergency response activities on site and if circumstances necessitate, declare an Emergency a Major Incident 
· will initiate a Crisis Management Team response if required 
· will delegate a range of responsibilities to authorised persons to control and mitigate injury and damage
· will oversee, communicate, and liaise with the various emergency responders to ensure their tasks are in progress and obtain continuous status updates
· determine actions to be taken if issues arise which may impact, delay, or impede the implementation of the emergency response plan
· select the location of External Temporary First Aid Station
· will provide information from the emergency box to Emergency Services
· will act as the central contact point at the Assembly Point, liaising with the TU Dublin Incident Controller (TIC), providing, and receiving critical information
· will receive communication from the TIC
· will alert all people at the Assembly Points when given the all-clear is granted to re-enter the building by TIC. 
 


[bookmark: _Toc177383314]Evacuation Marshals (ALL EMPLOYEES)
1. All employees are required to act as evacuation marshals during an evacuation. Evacuation marshals are advised not to put themselves in any danger while undertaking their duties. Evacuation marshals are normally identifiable by means of a hi-vis vest. These can be requested from the Safety, Health, and Welfare Office. 

2. In accordance with Emergency Response Training provided to all staff, it is the responsibility of each evacuation marshal to:
· Sweep search rooms in their designated area* and instruct all occupants to leave the building promptly by the nearest and safest available exit and report to the Assembly Point.
· Exit via the nearest available escape route, once the sweep/search is complete.
· Assemble at a designated point, informing the Incident Controller outside the building of any casualties in their area or people in need of assistance with evacuation. 

*Their normal work location or the area they are in at the time of an alarm activation.
[bookmark: _Hlk177291041]
[bookmark: _Toc177383315]Fire Wardens
Some areas may choose to designate fire wardens specifically with responsibility for fire safety and/or the evacuation of staff, visitors, and customers in the event of fire.
These wardens participate in additional training. 


[bookmark: _Toc177383316]Lecturers/persons in control/event hosts
· are responsible for their students/attendees under their supervision
· must make themselves aware (or, if visiting, must be made aware) of the local fire procedures
· must ensure the Assembly Point location is communicated
· must lead the way by the nearest and safest available exit route(s) in a calm and orderly manner to the Assembly Point 

[bookmark: _Toc177383317]Personal Emergency Egress Plans (PEEPs) for People with Disabilities
Those with a PEEP Evacuation Plans should follow the plans. 

[bookmark: _Toc177383318][bookmark: _Hlk174726613]4.Process 

1. Dates are scheduled for each semester. 
2. Evacuation evaluations are completed.
3. A synopsis is sent to each Campus Safety Health & Welfare Committee. 
4. [bookmark: _Hlk174898762]Action items are addressed. 

[bookmark: _Toc177383319]5.Review

The arrangements will be reviewed regularly and communicated.
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