








I. PURPOSE

The purpose of the COSP is to provide procedures and assign responsibilities to ensure consistent response to all elevator problems in Health Sciences Campus or West Campus buildings and to ensure that there is at least one operable elevator in each building at all times.

II. DEFINITIONS

For the purpose of this COSP, On-call FSSP refers to FSSP 21-0016 Facilities Services Health Sciences Campus On-Call Policy.

III. RESPONSIBILITIES

A. ECU Police Department Responsibilities:

1. When notified of an elevator problem:

a. During work hours, the ECU Police Telecommunicator shall contact the HSC Facilities Maintenance office.    The ECU Police Telecommunicator shall dispatch an ECU Police Officer to the elevator that has a problem to confirm that no entrapment has occurred.

b. After hours, on a weekend, or holiday, the ECU Police Telecommunicator shall contact the Electrical Shop employee on-call per On-call FSSP to provide information concerning the elevator problem.  The Electrical Shop employee on-call may request that the ECU Police Telecommunicator contact the elevator maintenance contractor so that response will be concurrent.  The ECU Police Telecommunicator shall dispatch an ECU Police Officer to the elevator that has a problem to confirm that no entrapment has occurred.

i. If the ECU Police Telecommunicator is unable to contact the Electrical Shop employee on-call per On-call FSSP and there is not another elevator in the same building where the problem elevator is, the ECU Police Telecommunicator shall contact the elevator maintenance contractor to respond and continue trying to make contact with Electrical Shop employee on-call per On-call FSSP. 

ii. If there is another elevator(s) in the same building that is operating, the ECU Police Telecommunicator shall submit a work order to the Electrical Shop on the Health Sciences Campus describing the problem.  

iii. The ECU Police Officer shall place “ELEVATOR OUT OF ORDER” signs on each floor on the elevator door.  There shall not be any open elevator door or shaft left unattended or at least have a positive barricade in place.    

2. When notified of an elevator entrapment, open shaft, unsafe operation, or anything that threatens safety, 

a. The ECU Police Telecommunicator shall dispatch an ECU Police Officer to confirm that a problem(s) exists and assess if there is a situation which dictates an emergency response (e.g., a person is having a heart attack).  If the elevator is at floor level and the door won’t open, the ECU Police Officer should direct the trapped passenger(s) to push the “Door Open” button.

b. If there is an emergency during work hours or after hours, on a weekend, or holiday, the ECU Police Telecommunicator shall contact the elevator maintenance contractor by phone to respond and follow ECU Police Department General Orders for emergency response.  Refer to last page of FSSP for elevator maintenance contractor contact information by building.
c. If conditions deteriorate or the response from the elevator maintenance contractor is not within 15 minutes during normal working hours or one hour after hours, on the weekend, or holiday, the ECU Police Telecommunicator shall contact the City of Greenville Fire-Rescue Department to respond to entrapments.  The elevator maintenance contractor could open the elevator doors and provide assistance to qualified emergency personnel on extracting trapped individuals.

d. If the entrapment is not an emergency, 

i. During work hours, the ECU Police Telecommunicator shall contact the HSC Facilities Maintenance office.  

ii. After hours, on a weekend, or holiday, the ECU Police Telecommunicator shall contact the elevator maintenance contractor first then the Electrical Shop employee on-call person to advise of the entrapment assessment.  

e. Whether an emergency or not, the ECU Police Officer shall stay on the scene until the elevator maintenance contractor or the Electrical Shop employee on-call person shows up on scene.

f. If injuries occur requiring care beyond first aid, the ECU Police Telecommunicator shall contact the North Carolina Department of Labor division (NC DOL) at 919-807-2770 during normal work hours (8 am to 5 pm Monday through Friday) or State Capital Police at 919-733-4646 after hours, on the weekend, or holidays regarding the accident within 24 hours of the incident.  Information that needs to be provided includes: name of the injured, hospital admitted to, location of the elevator, and time/date of accident, and name, address, and telephone number of person making the report.  

i. During work hours, the ECU Police Telecommunicator shall report injuries to EH&S immediately.  EH&S will conduct an accident investigation and coordinate medical treatment for injured employees.  

ii. After hours, on a weekend, or holiday, the ECU Police Telecommunicator shall report injuries to EH&S on the next business day unless the injury has resulted in a fatality.  If a fatality has occurred, the ECU Police Telecommunicator shall contact EH&S using the emergency call back list. EH&S will conduct an accident investigation and coordinate medical treatment for injured employees as appropriate.

g. The ECU Police Officer(s) shall secure the accident site until follow-up action is taken.  

B. Facilities Services Responsibilities:
1. When notified of an elevator problem
a. During work hours, 

i. The HSC Facilities Maintenance Office will contact the Electrical Shop immediately.

ii. The Electrical Shop shall have the elevator maintenance contractor respond as soon as possible to the campus building where the elevator problem has been identified.  

b. After hours, on a weekend, or holiday, the Electrical Shop employee on-call shall respond only if the elevator with a problem is the only elevator in the building.  If there is another elevator(s) that is working in the same building, the Electrical Shop employee on-call shall still be contacted and informed of the elevator being out of service so follow-up action can be initiated the next workday. 

c. If the elevator that is down is the only elevator in that building, the Electrical Shop employee on-call shall attempt to correct the problem.  If the Electrical Shop employee on-call is unable to correct the problem, the elevator maintenance contractor shall be called in by the Electrical Shop employee on-call. 

d. If the repair is not going to be completed within 30 minutes of arrival on site, the elevator maintenance contractor or employee on-call shall place “ELEVATOR OUT OF ORDER” signs on each floor on the elevator door or a positive barricade when there is an open elevator door or shaft.   Open elevator doors/shafts shall be barricaded at all times.

e. If an elevator is going to be out of service for more than a day, the Electrical Supervisor shall notify the ECU Police.  

f. Once the repairs have been completed and the elevator is placed back into operation, the elevator maintenance contractor or employee on-call who completed the work shall remove all of the “ELEVATOR OUT OF ORDER” signs and barricades.

2. In the event of an elevator entrapment, open shaft, unsafe operation, or anything that threatens safety:
a. The elevator maintenance contractor shall immediately respond during work hours and after hours, on a weekend, or a holiday to the campus building where the elevator problem has been identified.  

b. If the repair is not going to be completed within 30 minutes of arrival on site, the elevator maintenance contractor shall place “ELEVATOR OUT OF ORDER” signs on each floor on the elevator door.   There shall not be any open elevator door or shaft left unattended or at least have a positive barricade in place.    A positive barricade consists of plywood screwed to the doorframe.   

c. If any injuries occur requiring care beyond first aid, the elevator must be taken out of service immediately.  North Carolina Department of Labor division (NC DOL) shall inspect the elevator while accompanied by the elevator maintenance contractor and the Electrical Supervisor on the Health Sciences Campus.  Any problems must be repaired and the repairs certified by the NC DOL inspector prior to putting the elevator back into operation.   

d. Once the repairs have been completed and the elevator is placed back into operation, the elevator maintenance contractor shall remove all of the “ELEVATOR OUT OF ORDER” signs or barricades.  The Electrical Supervisor shall submit a work order to repair the holes, etc. left from the positive barricade installation.  

e. Under no circumstances shall the responding ECU employee attempt to free individual(s) from an elevator entrapment.

Health Science Campus

Elevator Maintenance Contractor Call List

I. EMERGENCY ELEVATOR INCIDENTS

A. For all emergency elevator incidents on the Health Science Campus use the following contact information:

1. Otis Elevator

Glenn – (910) 264-6018

Larry – (919) 344-4359

II. NON-EMERGENCY ELEVATOR INCIDENTS

A. For Health Sciences Building non-emergency elevator incidents use the following contact information:

1. Thyssen Krupp

(919) 851-8557

(800) 822-1257

Above Information to be revised in 12 months

B. For non-emergency elevator incidents in any building on the Health Sciences Campus except the Health Sciences Building use the following contact information:  

1. Otis Elevator

Glenn – (910) 264-6018

Larry – (919) 344-4359

Copy to ECU Police Department
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