	Role
	Responsibilities

	Vice-Chancellor
	· Sole authorised person to declare a Campus closed and initiate evacuation of all personnel.
· Declare a Campus has reopened and recommencement of work time.

	Critical Incident Controller (CIC)
	· Oversee the University’s emergency preparedness to manage emergencies.
· Appoint the appropriate senior personnel to the positions of the Incident Management Teams at each Campus and the Critical Incident Team at Casuarina Campus to ensure that during an emergency the members of the teams.
· Has authority to direct timely actions during the emergency.
 the ability to call on resources (both internal and external) as necessary.
· Has appropriate financial delegations to manage the emergency within their level of control;
· Has skills and knowledge to mitigate the risk impact of a major disruption gained through knowledge of the University and participation in emergency management training and exercises and to commence recovery in accordance with the University’s Business Continuity Plan(s).
· Endorse the Emergency Management Plan (EMP).
 
· Continuous improvement in planned arrangements, including Incident debrief and After-Action reports.
· Endorse timely amendments to planned arrangements as required.

	Local Incident Controller
	· Provide direct support to CIC.
· Ensure support for the leaders of the response and those who have been supporting others. This may involve support from the Employee Assistance Program, external agencies such as the Police or Coroner’s Office.
· Organise necessary relief/additional staff, support, and administrative needs.
· Maintain documentation and good record keeping – Confidentiality/Privacy.
· Provide recovery support and advice for students/staff/parents about the normal cycle of recovery and indicators that extra support may be required.

	Director Property and Facilities
	· Building design and compliance including Evacuation Plans, Fire Alarms, Extinguisher equipment, emergency lighting and all other Building Emergency compliance issues in relation to the BCA.
· Maintenance of life safety features including fire detection, compartmentalization, emergency egress paths and occupant warning systems.
· Production and installation of emergency evacuation diagrams.
· Provide subject matter specialists to support Incident Management Team and liaise with essential services and contractors i.e HVAC, Engineering, electrical, plumbing.

	Chief Marketing and Communications Officer
	· Management of all internal and external communications in relation to the closure or opening of all University Campuses.
 Communicate return to work post incident and all updates during an incident.
· Liaison with NT Department of Education and SecureNT in advance of a potential campus closure.
· Manage all internal and external communications during all incidents.

	WHS Team
	· Development of standard emergency response procedures for individuals:
· Embed the standard emergency response procedures for individuals within WHS induction for staff and students.
· Develop standard building emergency response procedures.
· Train and mentor staff appointed to positions within a building emergency control organisation (ECO).
· Liaison with Disability Services (for students) and Equity and Diversity (for staff) in relation to the development of personal emergency plans.
· Provide counselling and support services for staff.

	Heads of School / Faculty Pro Vice-Chancellor
	· Promote the standard emergency response procedures for individuals with the staff and students within their organisational unit.
· Appoint local staff to positions within building ECO, e.g. Chief Wardens, Emergency Wardens and First Aid Officers.
· Allocation of sufficient time and resources for building emergency procedures to be developed and implemented.
· Ensure building emergency response procedures are implemented in the buildings their staff and students occupy.

	Security
	· Security Operations are first point of management contact in the event of an emergency. During Normal working hours, the Security Operations contact will usually be the Manager Security.
· Outside of normal working hours, the Security Manager remains ON-CALL.
· Should Campus Security (who assume the role of the ECO after hours) require additional staff or resources to manage an emergency, they will liaise with Security who will then assess and escalate to the Incident Management Team (IMT) if required.
· Provide a response to all on-site emergencies.
· Provide incident management resources and work with all ECO teams as required.
· Liaise with emergency services.
· Request support to deal with the incident and provide technical guidance as required.

	Building Warden
 (Deputy Building Warden)
	Pre-Emergency
· Maintain a current register of ECO members.
· Find replacement ECO members when a position becomes vacant.
· Participate in the running of regular exercises.
· Communicate with the Emergency Management Team on any required changes to the Emergency Procedures for the building
· Attend training and emergency exercises as required by the Emergency Management Team.
· Ensure personal ECO identification is available
During an Emergency
· Respond and take control, as appropriate.
· Ascertain the nature of the emergency and implement appropriate action.
· Ensure that Security has been notified Ex 7777.
· Ensure that floor or area wardens are advised of the situation, as appropriate.
· If necessary, after evaluation of the situation and using all the information and resources available, initiate an action plan in accordance with the Emergency Procedures and control entry to the affected areas Monitor the progress of the evacuation and record any action taken in an incident log.
· Brief security and emergency services personnel upon arrival on type, scope and location of the emergency and the status of the evacuation and, thereafter, act on the senior officer’s instructions.
· Any other actions as considered necessary or as directed by the Emergency Services.
· Ensure the evacuation checklist is utilized.

	Floor Wardens
	· Appointed to initiate emergency response in their immediate area. 
· Communicating with the Building Warden and acting on any instructions given.
· Coordinating the emergency response actions in their immediate area.
· Advising as soon as possible regarding incident status and action taken.
· Commencing evacuation processes if directed by the Building Warden or as circumstances warrant this action.
· Checking to ensure fire and smoke doors are properly closed.
· Searching floor or areas to ensure all persons are evacuated.
· Ensuring the orderly flow of persons.
· Assisting mobility-impaired persons.
· Notifying Building Warden that their floor has been evacuated.
· Acting as a guide or marshal for assembly areas.
· Guarding entry points to prevent re-entry to buildings until all clear is given.
· Providing feedback to post drill debrief session.

	First Aid Officers
	Pre-Emergency
· Ensure notices are displayed near first aid kits indicating name, location and extension number of nearest first aid officer/s.
· Regularly check the contents of first aid kits against the list supplied, ensuring kits are stocked with sufficient supplies.
· Notify unit manager and the Chief Warden of any changes in employment, location or other matter which may impact on first aid duties.
· Attend training sessions when requested.
During an Emergency
· Assist the injured and render appropriate First Aid in an emergency.
· Remain with those injured until it is necessary to evacuate.




