








I. PURPOSE
The purpose of the COSP is to provide procedures and assign responsibilities to ensure consistent response to all fire alarms in Main Campus buildings with the exception of residence halls.  This COSP outlines interaction between Facilities Services and ECU Police Department.  This COSP should be considered a supplement to the ECU Police Department General Orders. 

II. DEFINITIONS
A. Alarm – A condition of the fire alarm system that causes the audio/visual devices to activate and signal all personnel in campus buildings to evacuate.  This condition requires the ECU Police Department to dispatch an ECU Police Officer to investigate the campus building for a fire.

B. Trouble – A condition of the fire alarm system that indicates a malfunction of a device(s) in the system or a system fault.

C. Building Systems – HVAC, plumbing, electrical, steam, and life safety apparatus.

III. RESPONSIBILITIES

A. ECU Police Department Responsibilities:
1. When notified of a fire alarm: 

a. The ECU Police Telecommunicator shall dispatch an ECU Police Officer to the campus building and notify the City of Greenville Fire Department of the fire alarm.  

b. The ECU Police Officer shall inspect for a fire and report findings to the ECU Police Telecommunicator.  

a. If no fire exists:  The ECU Police Officer shall notify the ECU Police Telecommunicator, “ACKNOWLEDGE” the fire alarm at the fire alarm control panel (i.e., press and hold the “ACKNOWLEDGE” button at the fire alarm control panel until silence), and reset the fire alarm control panel Per EH&S, do not silence alarm until inspection is complete and it has been confirmed that there is no fire.  The ECU Police Telecommunicator shall notify the City of Greenville Fire Department that no fire exists and advise the Life Safety Shop Supervisor via the Facilities Services radio frequency details of what happened.    
c. If a fire is discovered: the ECU Police Officer shall notify the ECU Police Telecommunicator and will take appropriate action as set forth in the ECU Police Department General Orders for contacting the City of Greenville Fire Department.  The ECU Police Telecommunicator shall notify EH&S and the Senior Associate Vice Chancellor for Campus Operations whenever the City of Greenville Fire Department arrives on the scene of a fire.  

i. During work hours, the ECU Police Telecommunicator shall notify Facilities Services via Facilities Services radio frequency. The notification is to be in plain English and is to be made twice about a minute apart. The ECU Police Telecommunicator shall contact EH&S at 328-6166.  EH&S shall conduct an incident investigation.

ii. After hours, on a weekend, or holiday, the ECU Police Telecommunicator shall contact the Electrical and Life Safety Shop employees on-call to provide information concerning the fire.  The ECU Police Telecommunicator shall contact EH&S using the emergency call back list.  EH&S shall conduct an incident investigation.

2. In the event a building fire protection system is out of service and will not report to the ECU Police Department for more than 4 hours in a 24 hour period:

Per building code requirements, fire watches are required in occupied buildings with fire protection systems (fire detection, alarms, or extinguishing systems) when the fire protection system is out of service and will not report to the ECU Police Department for more than 4 hours in a 24 hour period.  Buildings without fire protection systems do not require fire watches.  Fire watches are not required when buildings are unoccupied.  A fire watch requires an individual to perform constant patrols inside the building to keep watch for fires.  Fire watches may be performed by any properly trained personnel. Generally, one person is sufficient to perform a fire watch; however, additional personnel may be required for larger, high risk buildings, including but not limited to, Science and Technology and Howell Science.  Occupants should be alerted that the fire protection system is out of service; however, occupants may not be relied upon to perform fire watch.   EH&S shall review fire watch procedures implemented by the ECU Police Department. 

a. The ECU Police Telecommunicator shall notify the ECU Police Officer(s) to set-up fire watches until repairs can be made.  

b. The ECU Police Telecommunicator shall alert occupants via email that the building’s fire protection system is down, a fire watch has been established, and that occupants should remain alert and report any fire concerns to the ECU Police Department.   

c. The ECU Police Telecommunicator shall contact EH&S during normal work hours at 328-6166 and after hours, on a weekend, or holiday using the emergency call back list.  EH&S shall conduct an incident investigation.  

d. Once the fire protection system is back in service and capable of reporting to the ECU Police Department, the ECU Police Telecommunicator shall advise the ECU Police Officers to discontinue fire watches.

3. If the fire alarm will not reset after at least three (3) attempts:
a. During work hours, the ECU Police Officer shall contact the ECU Police Telecommunicator who shall contact the Life Safety Shop immediately. 

b. After hours, on a weekend, or holiday, the ECU Police Telecommunicator shall contact the Life Safety Shop employee on-call to provide information concerning the problem.

4. If the fire alarm monitoring system indicates a trouble alarm:

a. During work hours, the ECU Police Telecommunicator shall contact the Life Safety Shop immediately. 

b. After hours, on a weekend, or holiday, 

i. The ECU Police Telecommunicator shall dispatch an ECU Police Officer to the campus building
ii. The ECU Police Officer shall inspect for a fire and report findings to the ECU Police Telecommunicator.

iii. If no fire exists:  The ECU Police Telecommunicator shall contact the Life Safety Shop employee on-call to provide information concerning the problem.  

iv. If a fire is discovered: the ECU Police Officer shall notify the ECU Police Telecommunicator and will take appropriate action as set forth in the ECU Police Department General Orders for contacting the City of Greenville Fire Department.  

1. The ECU Police Telecommunicator shall notify EH&S and the Senior Associate Vice Chancellor for Campus Operations whenever the City of Greenville Fire Department arrives on the scene of a fire.

2. The ECU Police Telecommunicator shall contact the Electrical and Life Safety Shop employees on-call to provide information concerning the fire.  
5. If the fire alarm monitoring system indicates any error messages or no alarm is noted on the fire monitoring system when there is an actual alarm:

a. The ECU Police Telecommunicator shall note the error messages and the time of failure.  

b. The ECU Police Telecommunicator shall restart the fire alarm monitor server by going to Start/Shutdown or by pressing CTRL-ALT-DEL and choosing SHUTDOWN/RESTART (the server does have to be logged in to pass alarms to the ECU Police Telecommunicator).  

c. After the server comes back to the login screen, the ECU Police Telecommunicator restart the fire alarm monitoring application and activate the alarm processing.  

d. If this does not resolve the problem: 
i. During work hours, The ECU Police Telecommunicator shall contact the Life Safety Shop immediately via the Facilities Services radio frequency. 

ii. After hours, on a weekend, or holiday, the ECU Police Telecommunicator shall contact the Life Safety Shop employee on-call to provide information concerning the problem.  

6. If the fire alarm monitoring system is down for an extended period of time:

a. The ECU Police Telecommunicator shall send out a Campus Alert message advising the campus community that while their fire alarm monitoring system is down, alarms do not report to the ECU Police and that any fire alarm needs to be reported to the ECU Police until the fire alarm monitoring system is restored to full operation.

b. Once the fire alarm monitoring system has been restored to full operation, the ECU Police Telecommunicator shall send out a Campus Alert message advising the campus community that their fire protection systems are up and operating and are now capable of reporting to the ECU Police.

B. Facilities Services Responsibilities:

1. In the event of an actual fire:
a. During work hours, 
i. The Electrical, Life Safety, Plumbing, Steam, and HVAC Shops shall respond to the campus building where the fire has occurred.  
ii. The responding personnel shall report to the incident command post and notify the Incident Commander that he/she are ready to cut the power when the Incident Commander gives the order or provide other assistance.  The City of Greenville Fire Department serves as Incident Commander for fire response incidents.

iii. Assistant Director, Utilities Services shall take the lead in coordinating Facilities Services’ response, if necessary. In his absence, the Life Safety Shop Supervisor shall take the lead in coordinating Facilities Services response if necessary.

iv. Upon hearing the radio announcement of the fire, the Facilities Service Center will immediately notify the Executive Director, Facilities Services – Main Campus and Assistant Director, Facilities Service Center.  

b. After hours, on a weekend, or holiday, 
i. The Electrical and Life Safety Shop employees on-call shall respond.  
ii. The responding personnel shall report to the incident command post and notify the Incident Commander that he/she are ready to cut the power when the Incident Commander gives the order or provide other assistance.  The City of Greenville Fire Department serves as the Incident Commander for fire response incidents.

c. The Life Safety Shop response employee shall ensure that the fire alarm system is back in operation after the City of Greenville Fire Department clears the building and before the ECU Police advises that the building is safe to enter.  

d. Facilities Services shall inspect the building to document and determine the extent of the damages to the building systems and its suitability for occupancy.

2. In the event of a trouble alarm:
a. During work hours and after hours, on a weekend, or holiday, the Life Safety Shop response employee shall go to the building, determine the cause(s), and correct the trouble.  To clear the trouble alarm, press and hold the “ACKNOWLEDGE” button at the fire alarm control panel until silence.  

b. Once the repair has been completed and the trouble alarm is cleared, the Life Safety Shop response employee shall advise the ECU Police Telecommunicator.  

c. If the fire alarm system cannot be repaired by the Life Safety Shop response employee, the fire alarm contractor shall be called in by the Life Safety Shop response employee.

3. In the event a building’s fire protection system (fire detection, alarms, or extinguishing systems) are expected to be out of service for more than 4 hours in a 24 hour period and will not report to the ECU Police:  the Life Safety Shop will report the condition to the ECU Police Telecommunicator.
a. The Life Safety Shop shall advise the ECU Police Telecommunicator when the fire protection system is back in service and capable of reporting to the ECU Police.

4. In the event of a problem with the fire alarm monitor system: the Life Safety Shop response employee shall go to the ECU Police Station, determine the cause(s), and correct the problem. If needed, the fire alarm system monitoring company shall be called in by the Life Safety Shop response employee to assist.
5. Facilities Services-Utilities Services shall provide initial training to all ECU Police Officers on the fire alarm control panels and to all ECU Police Telecommunicators on the fire alarm monitor system which will be videotaped for future use.  
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