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HSP 08 Appendix 4

Introduction

The responsibility to provide a safe and productive workplace for all, whether non-disabled or disabled, is a requirement by law.  The Disability Discrimination Act 2005 has now made it compulsory, and not merely best practice, to ensure adequate provision of a means of escape for people with limitations to mobility.  Each office must have to have an evacuation plan which takes into consideration the special needs of such people; this includes any visitors to our offices.

The need to evacuate a building can arise from Fire or from another threat to life, e.g. Bomb threats.  On such occasions the fire alarm would be used as the warning method to staff to evacuate the building, (see also Disaster Recovery Plan and Bomb Threats.)

The Fire Action instructions for the office form part of this evacuation strategy and should be followed in the event of the activation of a fire alarm.

Personal Emergency Evacuation Plans (PEEP)

A discussion between the local Health and Safety Representative /Fire Safety Co-ordinator /Lead Fire Warden and any individual who has advised the HR &OD Department that they have an impairment that may impede their evacuation from a building should take place in order to agree a PEEP.

Consideration should be given to creating refuge areas/ escape routes for:

· People with sensory impairments

· Those with learning or cognitive disabilities

· Those with asthma or breathing-related difficulties

· Those with restricted mobility, upper body strength or movement

· Those who experience mental-health issues

· Those who are pregnant

In addition, there may be other staff that have identified themselves as needing assistance during an emergency evacuation.  There are also some circumstances where an individual may need a temporary PEEP for a short period of time.  For instance, this would include:

1. Those with broken limbs or on crutches due to a temporary medical problem. 

2. Women in the later stages of pregnancy.

Where necessary the Occupational Health Advisor can  provide further specialised assistance..

Triggers for identifying when a PEEP is necessary include :

a. On appointment of the individual (triggered via HR induction checklist); or

b. Following a change in a person’s physical ability – identified by HR&OD, or person’s line manager

c. Visitors to NES should make their host aware of any relevant impairments to enable arrangements to be made.  Use should be made of the “any special requirements” section on meeting instructions and, the interview invitation should be duly completed.

PEEP Formation

The PEEP will contain information on:

· The procedures to be adopted;

· Assistance required to enable each individual to escape

· Training needs for those staff who will assist each individual

Forming a PEEP is a joint effort and can involve the person requiring the plan, Directorate staff including Line managers, Property and Facilities Management staff, Fire Safety Co-ordinators/ Lead Fire Wardens  and the local Health and Safety Representative. The attached questionnaire should be completed for persons with special needs.

Part 1 should be completed by the directorate staff. This provides information on the location of the person with special needs when attending NES.

Part 2 should be completed by the person requiring the personal evacuation plan. This provides information necessary to assess the best method of evacuation for the person. (Notes on the different methods of evacuation are included along with any detailed information)

Part 3 should be completed by the Health and Safety Representative with assistance where required. This confirms the arrangements in place for the individual and ensures all parties are informed of their part in the evacuation procedures.

Confidentiality

PEEPs will be kept confidential and contents only made known to those parties involved in the assisted evacuation.  A copy of the agreed PEEP will be held by the local Health and Safety Representative, Fire Safety Co-ordinator/ Lead Fire Warden  (accessible to Fire Wardens) and to the staff member (kept on personnel file) and line manger.

Responsibilities Associated with PEEP

When completed, copies of the PEEP must be retained by the relevant personnel.  The document must be reviewed on a regular basis with the person requiring the PEEP.

The Directorate must ensure that the arrangements agreed with the person requiring assistance are actioned during an emergency.  This includes informing members of staff who are responsible for supervising staff together with members of a trained recovery team of the procedures agreed.  

The Directorate is also responsible for the provision of a recovery team depending on the method of evacuation provided.  Training of the team will be completed through the Health and Safety Advisor. 
The PEEP will be confirmed.  This may be by convening a meeting with all parties involved.  Copies will then be distributed as required.

Practical Implications for Evacuation from Buildings

The following list of suggestions aims to help to provide solutions to some of the issues which may arise as a result of PEEPs.  Such solutions will require liaison with office/facilities/property staff to make any necessary alterations to the premises.

Immediate Evacuation

1. People with visual and hearing impairments would be expected to evacuate as per normal procedures.

2. Specific provisions may be necessary for some people with mobility difficulties where they would be transferred into an evacuation chair/ski pad and immediately evacuated from the building.  These are generally in use where other methods of evacuation cannot be provided.

Refuges:  Refuge areas are provided throughout the building, indicated by signage, to enable evacuees to turn away from sources of danger and pass into protected areas.

Phased evacuation: Disabled people must be considered as a first priority, along with those in immediate danger.

Evacuation by lift:  Lifts should not be used for evacuation in the event of a fire.

Evacuation by stairs:  Many disabled people will be able to be evacuated by stairs, with assistance from colleagues.  H&S reps / Fire Officers / Facilities Managers should assess each case individually in discussion with the individual concerned.   It is also vital to assess whether any lifting will be necessary, and, if so, to train those who are to assist in correct procedures, as well as being able to differentiate between wheelchair users who can be removed from their chairs and those for whom it would be dangerous to remove.

Evacuation chairs: Are available where required.  These chairs increase manoeuvrability and accessibility across difficult areas such as stairs.  However, not all wheelchair users can use evacuation chairs and training is essential for users and their colleagues. These chairs may be the property of NES or belong to others. Where owned by NES they will be maintained by NES and NES staff trained on their use. Where owned by others NES staff may be part of evacuation teams that are trained on their use by others.
Both EVAC chair “training the trainer” and operator level training will be carried out as required.
Two-way communication (Radios/pagers): If a person is identified as having hearing difficulties a vibrating pager linked to the fire alarm can be issued for them to carry on their person at all times.  Two-way radios are a relatively inexpensive means of communicating with persons located in refuge areas until they can be evacuated.  Those who are required to wait in a refuge area for assistance can be issued with a radio to carry on their person at all times.  The type of communication method used will depend on the layout of the building.  As a precaution any such methods should be tested before issue, and any areas where reception is bad or non-existent should be clearly identified by signage/made known to staff.

Alerts: Some offices have sound alerts working in tandem with fire alarms.  Flashing beacons can also be used to assist sensory impaired people, if required.

Orientation signs: Tactile handrails and support rails can be an effective way of signposting for the visually impaired people, indicating the direction towards a safe exit.  Health and Safety signage in Braille should also be considered.

Buddy System

On fire alarm activity a person in the building is assigned to escort and assist the person with special needs from the building.  This would generally be provided for people with visual or hearing impairment.

Further information and in-depth detail will be given to the person with special needs and the Directorate regarding the method of evacuation when confirming the PEEP.

Location Plans
An updated building accommodation plan identifying refuge areas, location and type of extinguishers and location of evacuation chairs should be kept and updated by the Fire Safety Co-ordinator/ Lead Fire Warden and made accessible to Fire Wardens.

Personal Emergency Evacuation Plan (PEEP)
Part 1 General Information - to be completed by relevant Directorate personnel (e.g. line manager)
	Name of Person PEEP is for:
	

	Location:

	

	Directorate Representative(e.g. line manager):

Name: 

Position:


	

	Directorate Name and Address:


	

	Buildings being used:
	1.

	
	2.

	
	3.

	
	4

	
	5

	
	

	Daily Timetable
	Give details of times

	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 Catering Facilities


	

	Location of toilet facilities


	

	Public Areas


	


Signature







Date

Part 2 Personal Information - to be completed by person requiring PEEP
	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/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 NES premises?
	YES
	NO

	
	
	

	
	
	Tick

	What method of evacuation is suitable to your needs
	Immediate evacuation
	

	
	Evacuation Lifts
	

	
	Evacuation Chairs/ski pad
	

	
	Phased Evacuation
	

	
	Immediate Evacuation
	

	
	Buddy System
	

	
	Other
	

	Detail preferred requirements
	
	

	Are there any other measures that could be introduced that would further aid your evacuation in an emergency, if so provide further details: 
	YES
	NO

	
	
	

	Is there any further information we are required to know , i.e. other medical conditions or specialised training requirements
	YES
	NO

	
	
	

	Are you content to use NES evacuation procedures for persons with special needs?  
	YES
	NO


Signature






Date

Print







Contact number


Part 3 Fire Safety Management – (To be completed by the Health and Safety Representative in conjunction with Fire Safety Co-ordinator/ Lead Fire Warden where required)
	Name
	

	Position
	

	Contact details
	


	Have you reviewed part 1 and 2  of the Personal Emergency Evacuation Plan
	YES
	NO

	Is the plan suitable?

	YES
	NO

	Are the buildings suitable?


	YES
	NO

	Method of evacuation suitable


	YES
	NO

	Is there training requirements for recovery teams or buddies


	YES
	NO

	Any other information 


	 
	 

	PEEP confirmed and approved with disabled person


	YES
	NO


Agreed completion and approval of Personal Emergency Evacuation Plan
	
	Signature
	Date



	Individual


	
	

	Directorate Representative
i.e. line manager
	
	

	Health and Safety Representative/ Fire safety Co-ordinator/ Lead Fire Warden
	
	


PEEP Ref:





PEEP Ref:





PEEP Ref:





PEEP Ref:
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