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INTRODUCTION

Under fire safety legislation all buildings within the Campus have been risk assessed.  Contained within the Risk Assessment (RA) is the requirement to make provision for evacuation of all staff, students and visitors. This is to include less able bodied and those requiring assisted evacuation during an emergency evacuation.

AIM

The aim of the PEEP is to provide an agreed evacuation plan containing all the information required to effect safe egress from a building for a student or member of staff requiring assistance to leave following an untoward incident.

RESPONSIBILITIES

The PEEP should:-

Ensure all staff members regularly involved with the staff member/student identified are aware of evacuation plans and adjustments.
The collation of the PEEP is the responsibility of the department / school’s Health and Safety Chair or elected responsible person.  The PEEP is to be reviewed periodically in line with timetabling requirements and nature of disability.
The person requiring assistance is aware of escape routes and protocols in event of an incident.

Responsibilities are clearly defined and agreed.
	STAFF
	RESPONSIBLITIES

	Disability Office Staff
	· Identify students in need of PEEP
· Co-ordinate case conference with interested parties namely; school representatives, line manager (where appropriate), elected buddy (where appropriate), Disability Services.
· Assist in PEEP and communication to Schools

	Departmental Health and Safety Committee
	· Assess and co-ordinate PEEPs within School whilst ensuring legal and local compliance issues are met. Although not exhaustive to include:
· Communication on long / short term adjustments

· Physical changes to environment

· Updates to buddy staff and Disability Services as necessary

· Ensure reasonable adjustments are carried out

· Monitor and review PEEP’s as necessary in line with disability and environmental requirements, i.e. short term adjustments.
· Ensure review period is consistent with any recovery period and advice from Disability Services staff.

	Departmental Disability Co-ordinator
	· Act as a “first point of contact” for the staff/student

· Co-ordinate actions from PEEP

· Provide guidance and support

	Facilities Management Department (FMD) Representative
	· Represent FMD in case conference and PEEP
· Advise on evacuation routes & assembly points

· Carry out agreed reasonable adjustments to allow PEEP outcomes.
· Advise on generic evacuation and Risk Assessment

	Departmental Fire Wardens

	· Ensure designated “safe” areas, areas of responsibilities and fire routes are clear.
· Advise status to Fire Convener


	STAFF
	RESPONSIBLITIES

	Requiring Assistance

	· Identify themselves to line manager or HR who will, if necessary, seek advice from Occupational Health Advisor
· Participate in case conference and PEEP

· A nominated assistant (buddy) who has agreed to assist during an untoward incident
· Advise line manager of changes in circumstances

	STUDENT
	RESPONSIBLITIES

	Requiring Assistance


	· Identify themselves to Disability Services
· Participate in case conference and PEEP

· This may include “buddy” system

· Advise Disability Services of changes in circumstances


	OTHER
	RESPONSIBILITIES

	All staff

Events Co-ordinators


	· Ensure adequate information and guidance is given to delegates / official visitors to allow temporary arrangements to be made


In each of the above cases ‘buddy’ responsibilities are as follows:
· Person nominated / volunteering to assist staff member / student during untoward incident.

· Buddy to assist with evacuation or removal to “safe” area

· Communicate status of staff member to fire convenor
NB. The above applies when a persons needs is short-term ie as the result of illness, broken limbs.
General Principles and Guidance for Safe Evacuation
Each building within the Campus has varying methods of escape and travel distances.  As such it is necessary that PEEPs are developed on an individual basis.  These can take account of any assistance or “buddy” system in place.
Immediate Evacuation
On hearing the two-tone sounder everyone is expected to evacuate the building immediately.  No phased evacuation systems are in operation.

Unless the subject of a PEEP, people with visual and hearing impairments will be expected to follow standard evacuation protocols.

Where assistance is required, protocols within PEEP should be followed.
Temporary Refuges
A refuge is a designated safe area where disabled people can wait for assistance.  These are clearly signposted and should form part of the PEEP.

The Fire Warden or responsible person should, where necessary, advise the Fire Convener of people awaiting assistance.  This should be reported to the Fire Point at the main Campus Security Office.
Safe Routes
When implementing a PEEP, consideration should be given to potential safe routes and travel distances.  If necessary, floor plans of buildings should be included.  Where necessary, assistance should be sought from Facilities Management Department.
Where possible, several routes should be identified.
Completion of a PEEP
Form No1. (attached) should be completed as part of the PEEP Case Conference and held on file within:-

(i)   School or Department

(ii)   Disability Office or Occupational Health Unit as appropriate

(iii)   FMD Fire File
Formation of Personal Emergency Evacuation Plan for disabled people
Form 1

Part 1. General Information

	Date:
	

	Name of Person:
	

	School/Support Group Representative:

Name and Department Address:


	

	Course:
	

	
	

	Buildings being used:
	1.

	
	2.

	
	3.

	
	4

	
	5

	Daily Timetable
	Monday

	
	Tuesday

	
	Wednesday

	
	Thursday

	
	Friday

	
	Saturday

	
	

	Areas in use out of normal working hours


	

	Location and floor levels in respective buildings


	

	Use and location of preferred Catering Facilities


	


Part 2. Personal Information (to be completed by the student / member of staff requiring assistance)
	Do you have a full time personal assistant?
	YES
	NO

	Can you see visual alarm signals?
	YES
	NO

	Can you hear audible alarm signals?
	YES
	NO

	Can you use stairs safely in an emergency?
	YES
	NO

	Would you use the stairs without assistance?
	YES
	NO

	Can you follow exit signage without assistance?
	YES
	NO

	Do you use a wheelchair and /or any other device to aid your mobility?  If yes please describe:-
	YES
	NO

	If you use a wheelchair is it a manual or electric chair?
	MANUAL
	ELECTRIC

	Will you use your wheelchair at all times while you are at University?
	YES
	NO

	Are there any other measures that could be introduced that would further aid your evacuation in an emergency:


	YES
	NO

	Agreed by
	School Representative

Disability Team

FMD

Others



	Date


	

	Actions Closed Out


	YES/NO



	Review date


	

	Student/Staff signature
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