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Introduction

The aim of a Personal Emergency Evacuation Plan (PEEP) is to provide necessary information, support and assistance to employees, temporary staff, pupils and volunteers who may require additional assistance to evacuate premises to a place of total safety.

The Council has a duty to protect people from fire risks on its premises and to make provision for the safe evacuation of people with minimal reliance on the Fire Brigade. 

Managers (responsible people in schools) have the responsibility to ensure that a PEEP is developed for employees, temporary staff, pupils and volunteers that may require additional assistance to evacuate the premises to a place of safety; and to consult with the relevant building Duty Holder / Principal Occupier / Site Responsible Person to ensure the PEEP is suitable and sufficient. 

Who needs a PEEP?

PEEPs may be required for people with:
· Mobility impairments 
· Sight impairments 
· Hearing impairments 
· Cognitive impairments 
· Learning impairments
· Other circumstances 
 A temporary PEEP may be required for:
· Short term injuries (i.e. broken leg) 
· Temporary medical conditions 
· Those in the later stages of pregnancy 
The key consideration in deciding whether a PEEP is required is "can an individual evacuate the building unaided, in a prompt manner, during an emergency evacuation?" If the answer is "no", then it is likely that a PEEP is required.

Managers should inform the premises Duty Holder / Site Responsible Person of any employee, temporary assignment or volunteer who may need assistance to evacuate the premises and complete PEEPs for those individuals.

Note: This duty also applies to interim office moves and temporary relocation of individuals. 

Please follow link below for a list of Council premises and Duty Holders/Principal Occupiers: Building Duty Holders


Key Requirements 

Expectations of Managers / responsible person in schools: 

1   Issue PEEP questionnaire to the individual

2   Develop the PEEP with the individual in consultation with relevant people; these would typically include:

· Duty Holder / Principal Occupier / Site Responsible Person for the premises
· Parents / guardians / responsible person (schools)  
· Fire Wardens  
· Colleagues of the individual “nominated buddies” 
· Health and Safety Advisor

3   Record significant findings and communicate to all relevant people. 
    
The PEEP (and any specific requirements contained within) should compliment the overall Emergency Evacuation Plan for the premises. 

The flow chart below illustrates the necessary consultation and documentation review for an effective PEEP. 
     Employee / pupils
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Premises Fire Risk Assessment

Duty Holder or premises Site Responsible Person
Emergency Evacuation Plan
To inform
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Note: The premises ‘site responsible person’ has a degree of control over the day to day running of the building. The ‘responsible person schools’ denotes employees with specific responsibility for pupil safety and welfare in schools.

Guidance
 
A PEEP should be developed following a request from an individual or if the person has been identified as requiring one. PEEPs should be offered in a discreet manner to encourage a request for assistance if they wish to do so.

The PEEP should provide the manager and the Site Responsible Person (possibly the building Duty Holder) with the necessary information to ensure that the correct level of assistance is always available.

The PEEP should be suitable and sufficient with respect to the individual and the characteristics of the building, identifying the evacuation methods, safe routes and the people that will assist with the escape. Consideration should be given to individuals who “work” outside of normal working hours, cover for employee absence and any additional training needs.

The PEEP should identify the evacuation route or routes the individual is expected to use; a plan of the route should be attached. Clear, unobstructed gangways and floor layouts should be considered at the planning stage and it is important that these are maintained i.e. that staff are required to put work and personal items away and not leave these on the floor impeding access to people with mobility issues etc. 

Wherever possible, horizontal evacuation routes should be sought so that the individual can move freely into an adjacent building/safe area without having to negotiate steps and stairs. It is important that locks, doors and other devices can be operated by the evacuating persons (and tested by the individual); these must be maintained in good working order. 

Where necessary, an alternative route should be available; care should be taken to ensure that routes are not excessively long. Where evacuation lifts are used, it is important that contingencies are in place in the event of lift failure. Stair-lifts should not be used for emergency evacuation

The manager / responsible person in schools should establish whether the safe route is accessible outside “normal” working hours. It is likely, that areas of buildings may be inaccessible outside normal working hours.

PEEP – Questionnaire

A questionnaire is available and should be completed by individuals that feel they require additional assistance (or on behalf of a pupil in schools) to evacuate premises to a place of safety. 

Based on the information supplied in the questionnaire, the PEEP can be developed specifying the type of assistance needed. 
  
Link to PEEP Questionnaire (LBBD Corporate) 
Fire Step 3 PEEP Questionnaire_ FORM.doc

Link to PEEP Template for employees
Fire Step 3 PEEP Template FORM.doc

Link for PEEP Questionnaire (Schools)  https://gobdcs.sharepoint.com/Services/healthsafety/SitePages/Fire.aspx

NB. Additional PEEPs may also need to be considered for other premises visited. 

Reasonable Adjustments (employees)

Under the Equality Act 2010, there is a requirement to make reasonable adjustments to the workplace environment or working arrangements to enable a disabled person to do their job. This Duty applies to any provision, criteria or practice, including the “physical features” of the premises, which are defined under the Equality Act 2010 as: 
 
(a) a feature arising from the design or construction of a building,
(b) a feature of an approach to, exit from or access to a building,
(c) a fixture or fitting, or furniture, furnishings, materials, equipment or other chattels, in or on premises, or
(d) any other physical element or quality.

If a building assessment shows that an area is not accessible, then reasonable adjustments should be considered.
 
The manager, employee (or temporary employee) should complete the “Request for Reasonable Adjustments” form (page 9) and hand this to the premises Duty Holder / Site Responsible Person. This would be available for employees and not volunteers.

Arrangements can then be made for an evaluation of possible adjustments to the existing premises. 

Examples of reasonable adjustments to aid access/evacuation may include:

· Re-arranging the direction a door opens or furniture in an office, including modifications to door handles etc 
· Re-arranging the work station/area e.g. relocating the individual to a ground floor office
· Providing personal alarms/pagers 

Once these arrangements have been identified, a new PEEP will need to be developed to ensure that the new arrangements are adequate.

Managers and employees (responsible person and parents/guardian of pupils in schools) should discuss any issues with the working environment at the earliest opportunity. In most cases, reasonable adjustments are easy to make and cost very little, if anything at all. 

Managers and employees can normally agree these between themselves and advice is available from their HR Business Partners and Advisers. 
In some cases, the adjustments will be more complicated or expensive and government funding may be available from Access to Work. In this situation, it is important to seek advice as soon as possible. The flow chart on the following page outlines the procedure.

  Manager/employee discuss the impact on the individual’s duties or any requirements

(Advice is available from HR Business Change and Advisory Service Team) 







 
Agree Adjustments

Manager/employee agree adjustments and keep situation under regular review
Cannot Identify/Fund Adjustments

Further advice needed or adjustments expensive for manager to fund








Contact Access to Work (See guidance below on Access to Work)

Employee contacts the local Disability Employment Adviser (DEA) at the nearest Jobcentre Plus Office or Jobcentre






Access to Work Assessment

Access to Work (ATW) carry out an assessment, which may involve a workplace visit, and write to the employee detailing their findings including any recommended adjustments, details of their authorised suppliers and the grant funding available (up to 80%).

*ATW will normally send a copy of their report to the employee’s employer (manager)    





Agree Reasonable Adjustments

Manager/employee discuss Access to Work recommendations and where agreed, order the adjustments directly from the authorised suppliers




Access to Work (ATW)

ATW is a national scheme that provides advice and practical help for disabled people in or about to start work, including grants towards the costs of:

· A reader at work for someone who is blind or has a visual impairment 
· A support worker to help at work if someone needs help because of their disability, either at work or getting to work
· Special equipment, (or alterations to existing equipment) necessary because of an individual’s disability 
· Alteration to premises or a working environment necessary because of an individual’s disability 

Note: Volunteers may not be eligible for Access to Work funding

For full details of the scheme, including funding thresholds, please click here

How someone can claim 
If your employee thinks they can get help from Access to Work, they should call the Access to Work team or apply online: 

Access to Work: https://www.gov.uk/access-to-work 
Telephone: 0800 121 7479 
Textphone: 0800 121 7579 

Access to Work 
Operational Support Unit 
Harrow Jobcentre Plus 
Mail Handling Site A 
Wolverhampton WV98 1JE

The Council is a Level 2 Disability Confident Employer. 

Useful links: 

Equality and Diversity in employment 








Request for “Reasonable Adjustments” to Facilitate Emergency Evacuation of Disabled People

Form to be used to identify/record potential adjustments required prior to discussions with Duty Holder/Responsible Person.

Section 1
Assessor’s details:
	[bookmark: table0C]Name
	 

	Designation
	

	Contact details 
Telephone
Email
	



	Address 
 
	



Section 2
Details of Reasonable Adjustment(s) Required:
	[bookmark: table0D]Exact Location where adjustment(s) required
	
 
 


	Type of adjustment(s) required
	
 
 
 
 
 
 
 
 


	Reason(s) why adjustment(s) are required?
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