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Background Information
1.  Aim
The aim of a Personal Emergency Evacuation Plan (PEEP) is to provide people who cannot get themselves out of a building unaided with the necessary information to be able to manage their escape to a place of safety.  The PEEP provides all the key personnel, emergency services, fire wardens, carers and the person in need of aid with all the information on how to provide the appropriate level of assistance.
2.  Responsibilities
It is the responsibility of the Service Manager/Head Teacher/Supervisor to talk to the disabled member of staff or pupil/service user to identify whether they require any assistance in the event of an emergency.  If the member of staff or pupil/service user requires additional support the Emergency Egress Questionnaire should be completed.  The questionnaire should be completed by the disabled person with appropriate support if required.
3.  Writing the PEEP 
From the information gathered in the questionnaire a Personal Emergency Evacuation Plan  (PEEP)  should  be  developed.    Advice  and  support  for  writing  the  PEEP  is available from Head of Service, Building Manager or Health & Safety Team.
Given the unique characteristics of buildings and the need for a PEEP to take account of the building's capabilities, the PEEP needs to give clear information on different areas of the site.  If a disabled member of staff or pupil/service user regularly accesses more than one building on site or other buildings, then a PEEP may have to be undertaken for each building.
If assistance with escape is required, the extent of such assistance should be identified in the PEEP i.e., the number of assistants, the means of contacting the assistants, the techniques and any equipment to be used.   Assistants may need additional training e.g., manual handling, evacuation training, and use of specialist equipment.  The Service Manager/Building Manager/Fire Wardens/Head Teacher are responsible for ensuring that the necessary training takes place, and they must ensure that sufficient assistants are trained in order to cover for any staff absences.
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 4.  Assisting wheelchair users’ downstairs
Where disabled persons using wheelchairs are located above the ground floor there is a chair  life located on the left side of the building at the top of Y2.  The Site Manager and Business Manager can operate this lift.
4.1
Temporary Refuges
A refuge is a designated temporary safe space where disabled people can wait for assistance.  It is an area that is both separate from a fire by fire resisting construction and provides a safe route to final exit e.g., the head of a protected stairway.  The provision of a refuge will permit a controlled staged evacuation to be implemented.  A refuge area must be clearly signed and should be of sufficient size to accommodate both the people utilising the refuge and anyone passing through on their way out of the building.  Refuges must only be defined after consultation with the Building Manager and Facility Services and the Local Fire Safety Officer.
4.2
Lifts
There are no lifts in school
4.3
Designated Escape Routes
It is essential to ensure that locks, doors and other devices are all able to be operated by the evacuating persons or escorts/appointed person.
It is also necessary to ensure that there are (as much as possible) alternative routes and that the routes are not excessively long.
All routes are clearly signed and form part of practice drills.
5.
Deaf & Hearing-Impaired Persons
Generally, most hearing-impaired persons working alongside hearing colleagues/students  will  not  require  special  equipment  providing  they  have  been made aware of what to do in the event of a fire.  They will be able to see and understand the behavior of those around them.  Those taking register at assembly points need to be advised to be vigilant.
However deaf or hearing-impaired persons working alone may need an alternative method of being alerted to an emergency.  For example, many alarm systems can be 
adapted to have visual indicators in the form of flashing light or vibrating pager systems.
6.
Blind and Partially Sighted Persons
Both staff and students should be offered orientation training and where applicable this must include alternative ways out of the building.
If a senses impaired person uses an assisting dog, it is important that the dog is given ample opportunity to learn the forms of alert and escape routes.
7
Training for Staff
To be effective, any egress plan depends on the ability of staff to respond efficiently. Staff must receive instructions, practical drills and training in their responsibilities. This may include some or all the following;
• Fire Drills at least 3 monthly or each term. 
• Specific Training for Fire Wardens
• Specific training for carers, one to one supervisor etc.
• Specific training in the use of lifts, EVAC Chairs, other specialist equipment, manual handling etc.
• Specific training in the use of firefighting equipment
8
Evacuation Practice and Review of PEEP
Fire evacuation practice, either as part of the Service/School routine drill or under special arrangements, must be undertaken at least 3monthly/Each Term or sooner if circumstances dictate.   The effectiveness and appropriateness of the PEEP should be reviewed at each practice.  Records must be kept of practices and reviews.
9         What should be documented?

    The PEEP form provides the main headings needing to be considered.  Guidance on    

    what to incorporate under these headings, as well as the various methods of   

    evacuation, is included in the Fire Guidance found on the Gov.UK website. 
            http://www.communities.gov.uk/publications/fire/firesafetyassessmentmeans
PEEP Pro forma for Completion
•
Section  1  –  EGRESS  QUESTIONNAIRE  FOR  PERSONS  REQUIRING ASSISTANCE
To be completed by disabled person, assisted, when necessary, by Service Manager Parent/ Head Teacher or Carer.
•   Section 2 – ASSESSMENT FOR METHOD OF EGRESS
To be completed by Service Manager/Building Manager/Fire Warden or Head Teacher
•   Section 3 - PERSONAL EMERGENCY EGRESS PLAN
To be completed by Service Manager/Building Manager/Fire Warden or Head Teacher
•   Section 4 – RECORD OF EVACUATION PRACTISE & REVIEW OF PEEP
Please ensure that all sections are completed
Section 1 - Egress Questionnaire for
Persons Requiring Assistance
This questionnaire is intended to be completed by the disabled person, assisted where necessary by their Service Manager, parent or their key carer, in order to enable the development of a Personal Emergency Evacuation Plan.  Please provide as much information as possible so that a suitable plan can be developed.
Once developed the Plan will be the intended means of escape in the event of emergency and should be included in practice drills.  Drills will be used to identify any weaknesses in the method of evacuation.
If you require this information in any alternative format, please advise your Manager/Head Teacher ASAP
Why should the form be completed?
The council/school has a legal responsibility to protect you from fire risks and ensure your health and safety at work.  The PEEP will be developed on the information you provide.
What should happen after completing the questionnaire?
The Service Manager/Head Teacher, will discuss with you the most efficient way to ensure your safe egress.  Some actions may require alterations to buildings or purchase of
equipment or additional training for staff, this can take time and we ask that you be patient.
	Name:
	                                                                         

	Service/School:
	

	Dept/Year Group:
	

	Manager/Teacher:
	




List the zones/areas/buildings likely to be used:
In the event of a fire:
	Do you understand the current emergency alarm procedure?

	Yes
	No

	Would you be able to hear an alarm?

	Yes
	No

	Would you be able to raise / action the alarm?   

	Yes
	No

	Can you see and understand the emergency signage?  

	Yes
	No

	Are you able to operate “Push Bar” door openers?

	Yes
	No

	Do you know where the Fire Assembly Point is?

	Yes
	No

	Do you have a guide/hearing dog companion?

	Yes
	No

	Are you able to exit ground floors?
•    without assistance?
•    with buddy?   
•    with guidance / supervision by staff?                                                               
	Yes
Yes

Yes

Yes
	No
No

No

No

	Do you require physical help to exit ground floors?

	Yes
	No

	Are you able to exit upper floors?
•    without assistance?                                                                                         
•    with a buddy?                                                                                                   
•    with guidance / supervision by staff?                                                      

	Yes
Yes

Yes

Yes
	No
No

No

No

	Do you require physical help to exit upper floors?

	Yes
	No

	Do you use a non motorised (manual) wheelchair?

	Yes
	No

	Do you use a motorised (powered) wheelchair?

	Yes
	No

	Are you able to transfer from a wheelchair?
•    Independently?                                                                                                
•    With minimal assistance?                                                                                
•    With maximum assistance / lift?                                                                       
•    Only by use of hoist?                                                                                       

	Yes
Yes

Yes

Yes

Yes
	No
No

No

No

No



Are there any other concerns or issues you wish to be considered in your PEEP?

Thank  you  for  completing  this  part  of  the  form  –  please  hand  it  back  to  your
Service Manager/Teacher so that the PEEP can be progressed.

Section 2 – Assessment for Method of Egress
To be completed by Service Manager or Head Teacher
	Name:
	

	Service / School
	

	Dept/Year Group:
	

	Manager/Teacher:
	


	List zones/areas/buildings that each require an individual evacuation plan:
	

	Total
	


	Does this person need an evacuation plan from upper floors?
Yes
	
	No
	
	


If so, which of the following methods of evacuation from upper floors have you considered/
explored?
	Method of evacuation from upper floors
	Please put a cross in those considered and in the
Yes or No box
	Notes e.g.
•
Expansion of information
•
Where
appropriate,
state
level
of assistance and number of staff required
If the method considered is found not to be appropriate, please briefly outline why

	Ambulant and able to use stairs
independently
	
	Yes
	
	No
	
	

	Ambulant but requires
assistance of Buddy to use stairs
	
	Yes
	
	No
	
	

	Ambulant but requires assistance of staff to use stairs
	
	Yes
	
	No
	
	

	Assistance of staff via
Designated Evac Route
	
	Yes
	
	No
	
	

	Assistance via the Evacuation
Lift
	
	Yes
	
	No
	
	

	EVAC chair – able to transfer independently
	
	Yes
	
	No
	
	

	EVAC chair – able to transfer with assistance
	
	Yes
	
	No
	
	

	EVAC chair – needs to be lifted /
fully supported to transfer
	
	Yes
	
	No
	
	

	OTHER – please state equipment / method and indicate level of assistance / moving & handling required and the number of staff
	
	Yes
	
	No
	
	



	Assistance to designated refuge (only following discussion & written authorisation from Local Fire Officer)
	
	Yes
	
	No
	
	


	Other required information
	Put a cross in box as appropriate  
            
	Action to be Taken - Include name of person responsible for action

	Is there any further action that
should be taken? e.g., consultation with Local Fire Officer; therapist re appropriate handling
	Yes
	
	No
	
	N/A
	
	

	Is there any equipment to be purchased?
	Yes
	
	No
	
	N/A
	
	

	Is there a reliable method for communication of emergency between Fire Wardens, Sweepers, Supervisors, Buddies, First Aiders etc?
	Yes
	
	No
	
	N/A
	
	

	Are sufficient staff trained and practiced in the agreed method?
	Yes
	
	No
	
	N/A
	
	

	Has a documented Risk Assessment been completed for any moving and handling tasks?
	Yes
	
	No
	
	N/A
	
	

	Does all the emergency equipment undergo regular maintenance checks?
	Yes
	
	No
	
	N/A
	
	

	Is all emergency equipment readily accessible i.e., not locked?
	Yes
	
	No
	
	N/A
	
	

	Is emergency signage appropriately sited for wheelchair
users?
	Yes
	
	No
	
	N/A
	
	

	Have all designated staff got keys for designated lifts?
	Yes
	
	No
	
	N/A
	
	


	Name
	

	Signature
	

	Designation
	

	Date
	

	Review Date
	


	Has all the ‘Further Action’ been followed through? If No, please state reasons and set next review date
	Yes
	
	No
	
	NA
	



Section 3 - PERSONAL EMERGENCY EGRESS PLAN
	PEEP for (Name)
	

	Service / School
	

	DfES Number
	

	Date
	

	Review Date
	

	Dept/Year Group
	



List Areas/Depts/Building this PEEP applies to
	The above named is made aware of emergency evacuation by:

	•
Existing Alarm
	

	•
Visual Alarm
	

	•
Prompting by buddy or dog companion
	

	•
Prompting by one - to - one supervisor
	

	•
Prompt by radio
	

	•
Prompt by vibrating pager
	


	The following are the designated staff to assist with this PEEP:

	Name
	
	Location
	
	Means of
Contact
	

	Name
	
	Location
	
	Means of
Contact
	

	Name
	
	Location
	
	Means of
Contact
	

	Guide Dog Details (if applicable)
	


	1)  Designated Method of Evacuation and Assistance Required

	State designated method of evacuation, the equipment to be used and the level of assistance / moving & handling required (if applicable)
	Number of staff required

	•

	


2)  Bullet point the required safer moving & handling procedure, following risk assessment (if applicable)
•
3)  Document the Assembly point
4)  Bullet point the action from Alarm to confirmation of escape
•
Consultation and Agreement Record
Include all persons who have contributed to drawing up PEEP (Examples: Disabled
 person, Parent/Carer, Service Manager, Head Teacher, Fire Wardens, Supervisor/buddy, Health & Safety, 
Staff who will be involved in evacuation)
	Name
	Designation
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


A copy of this form should be placed in the Fire Warden’s folder and a copy forwarded to           
FMAssetManagementSupport@rotherham.gov.uk   for council staff.

   Section 4 - Record of Evacuation Practice and Review of PEEP
NB. Fire evacuation practice, either as part of the School / Business Unit’s routine drill or under special arrangements, must be undertaken at least termly / 3 monthly or sooner if circumstances dictate.  The effectiveness and appropriateness of the PEEP should be reviewed at each practice.
	Name
	

	School/Business Unit
	

	Dept/Year Group
	

	Manager/Teacher
	

	PEEP location
	


	Practice and
Review Date
	No change, PEEP appropriate
	PEEP not appropriate, reassessment required
	Name & designation of reviewer please print
	Signature of reviewer
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