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1.
Policy

Loughborough University recognises its duty under the Disability Discrimination Act, the Health and Safety at Work Act and Fire Service (Regulatory Reform) Act  to ensure that staff and students are able to respond to an alarm and either leave the building or move to a designated place of safety within each building in an emergency without the direct intervention of the Fire Service. 

A personal Emergency Evacuation Plan (PEEP) is  means by which arrangements are made to ensure that an individual’s physical or mental abilities or other circumstances do not prevent this from happening. It is the policy of Loughborough University to generate a PEEP for every member of staff or student with a disability where this may affect their ability to respond to an emergency. The PEEP shall set out the adjustments necessary for maintaining their personal safety.     

1.1 Scope

This policy applies to all staff and students. 

Other individuals e.g. visitors and contractors shall also be protected by this policy insofar as this need is identifiable and where reasonable adjustments can be made.
2.
Duty Holders

2.1 Head of DANS
The Head of Disability and Additional Needs Service shall identify students with additional needs and assess if the disability may affect the persons ability to react to an emergency in an appropriate manner. A list of names shall be forwarded to the University Fire Officer to initiate the PEEP protocol for students (see appendix 1.)

2.2 Fire Officer

The University Fire Officer shall consult individuals identified by Duty Holders as having a disability and work with each person to prepare a PEEP where necessary.

The University Fire Officer shall copy the relevant findings of the PEEP to Duty Holders for action as required.  

2.3 Director of Facilities Management

The Director of Facilities Management shall ensure that systems are in place to act upon the recommendations within the PEEP where these affect the building or its facilities in an appropriate and timely fashion.

2.4 Heads of Department/Heads of Support Services 

Heads of Department/ Heads of Support Services shall make suitable arrangements to identify staff or students in their departments  with a disability that could affect their ability to react appropriately to an emergency. These arrangements shall require that the University Fire Officer is promptly  informed in writing of the name and contact details for each individual with such a disability. 

Heads  of Department/Support Services shall suitable make arrangements to implement the relevant findings of the PEEP.

2.5 Director of Personnel

The Director of Personnel shall make suitable arrangements to identify new members of staff with a disability that could affect their ability to react appropriately to an emergency These arrangements shall require that the University Fire Officer is promptly  informed in writing of the name and contact details for each individual with such a disability. 

2.6 Individual students and members of staff

Staff and students with disabilities (including temporary conditions) that could affect their ability to react appropriately to an emergency shall contact the University Fire Officer to discuss their needs.

Staff and students shall implement the PEEP and adhere to the arrangements made for their personal safety. 

Appendix 1: 
University Procedure for identification and assessment of students requiring 

a PEEP
· Students are able to declare their disabilities when submitting applications to universities of their choice. Submissions are received by Academic Registry

· On receipt of the application DANS are notified of such cases and for each an assessment is made to rate the effect that the disability may have on the individual’s ability to get out of a building without assistance. The effects are rated from category 1-4 with category 4 denoting the most severe restrictions.

· A list is compiled by DANS which is forwarded to the Health, Safety and Environment Office.

· The University Fire Officer reviews the list and identifies any individuals who may require a Personal Emergency Evacuation Plan. This will include all individuals who are in categories 3 and 4 plus any other person who may need a PEEP due to difficulties with hearing, sight, mobility or conditions that could affect the ability to respond appropriately to a fire alarm e.g. asthma, mental illness or heart condition. 

· The University Fire Officer sends out a standard letter by post or e-mail to everyone identified as possibly requiring a PEEP. This contact encloses a questionnaire that provides more information about the condition – appendix 2 and 3
· Should no response be given a second attempt is made to contact students – see appendix 4. The questionnaire is enclosed. This is backed up with a telephone call to a contact number.

· If there is still no response, a third and final attempt is made by standard letter and/or email, (see appendix 4), with enclosed questionnaire, supported by a telephone call.

· The effort to contact individuals is not an open ended process. The third standard letter declares to the individual concerned: “If you do not return the questionnaire within 14 days of this letter, I will assume that you do not require a PEEPs, and that you are able to recognise that an emergency is taking place and you are able to evacuate a building unaided”.  Adherence to this procedure demonstrates a reasonable effort on behalf of the University to make contact with those people to whom it has a responsibility under the D.D.A.
· Once contact has been made with the disabled person, the Fire Officer arranges a meeting with them and writes a PEEP specifically for that individual in relation to the  building(s) they use. (Residential (on campus) and academic buildings). Parts 1 to 3 of the assessment are attached as appendix 5. 

The PEEP document includes a summary of the escape plan and drawings of the building(s) concerned. 

The PEEP document is sent to the disabled person for approval and permission is requested to allow the document to be passed to others within in the University. On receipt of that approval  the Fire Officer forwards the PEEP with a covering standard letter (see appendix 6) to their Head of Department and, where the student is resident in Halls, to imago services and the Director of Student Guidance and Welfare. These senior members of staff are requested to disseminate the information to any relevant departmental staff e.g. Departmental Safety Officers (DSO’s), Fire Marshals, Fire Co-ordinators, line managers, tutors, Hall wardens, sub-wardens etc. A copy of each PEEP is also held in the HS & E office.

Appendix 2: Standard Letter to Students

Dear (Sir/Madam)

Re Personal Emergency Evacuation Plans (PEEPs)

I would be grateful if you could take a few minutes to complete the enclosed “PEEPs requirements” questionnaire and return it to Rod Harrison, University Fire Officer, in the Health, Safety & Environment office.

This information is needed to ensure that students who have declared a disability to DANS, have where necessary, Personal Emergency Evacuation Plans (PEEPs) in place, to verify that they are able to respond safely to fire evacuations.

A prompt response would be much appreciated.

Yours Faithfully

Rod Harrison

University Fire Officer

Health Safety & Environment Office

Loughborough University

Loughborough 

Leicestershire

LE11 3TU

Appendix 3 – Questionnaire
Name




I.D Number
(if known)

Questionnaire to determine your PEEPs requirements. (please tick the appropriate box(es))










    YES        NO

	1. Do you have a hearing impairment which affects your ability to hear a fire alarm in normal circumstances?

If NO, go straight to Question 2 
	
	

	1a. Have you ever required the assistance of alternative forms of fire alarms, such as a vibrating pillow, visible flashing alarm or personal pager?


	
	

	2. Do you have a visual impairment which may slow your ability to exit a building in the event of a fire alarm?

If NO, go straight to Question 3
	
	

	2a. Are you able to see fire and evacuation notices and instructions for emergency exit independently?


	
	

	2b. Do you require mobility assistance because of a visual disability from a guide dog?


	
	

	2c. Do you require information about fire and evacuation routines to be presented to you in an alternative accessible format for any reason?


	
	

	2d. Do you require the support of a personal assistant for physical access, for example a sighted guide, to open doors?


	
	

	3. Do you have any form of mobility or physical impairment which may slow your exit from a building in any circumstances?

If NO, go straight to Question 4


	
	

	3a. Do you use a manual and/or electric wheelchair?


	
	

	3b. Do you require the support of a personal assistant for physical access or mobility related reasons, for example a sighted guide, to provide locomotion or to open doors?


	
	

	3c. In your opinion, would you be able to exit a building without assistance or additional guidance and/or signage in under 3 minutes?


	
	

	4. Do you have a medical or hidden disability which may impact on your ability to exit a building, for example a fatigue related condition, asthma, heart condition or one which may require you to receive additional support or consideration in terms of fire and evacuation procedures?


	
	


Appendix 4:
Follow up letter to students

Dear (Sir/Madam)
Re Personal Emergency Evacuation Plans (PEEPs)

I wrote to you on                       concerning the above matter and I have not yet received a reply.

It is essential that the “PEEPs requirements” questionnaire I sent you, is completed and returned to me in order to ensure that students who have declared a disability to DANS have, where necessary, Personal Emergency Evacuation Plans (PEEPs) in place.

Please may I ask you take a few minutes to complete the enclosed  questionnaire, and return it to Rod Harrison in the Health, Safety & Environment office.

Thank you for your co-operation

Yours faithfully

Rod Harrison

University Fire Officer

Health, Safety & Environment Office

Loughborough University

Loughborough

Leicestershire

LE11 3TU

Office tel no: 01509 222182

Mobile; 07881687578

Office fax no; 01509 222309

Email; R.M.Harrison@lboro.ac.uk
Appendix 5:
Blank PEEP document
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A document to assist departments in assessing the Means of Escape and Safe Egress for disabled people in case of an emergency evacuation of a building

Please note: If you would like more information disability issues at Loughborough University please contact the appropriate person named in the list below:

Specialist Loughborough University Staff:
	Health Safety & Environment Manager
	University Fire Officer

	Name Mrs C. M. Moore

Tel 01509 222180  

E-Mail C.M.Moore@lboro.ac.uk
	Name Mr R. Harrison

Tel 01509 222182

E-Mail R.M.Harrison@lboro.ac.uk

	Director of Estates Services

Name Mr A.Burgess

E-Mail A.Burgess@lboro.ac.uk 


	Head of Disability and Additional Needs Service (Students only)
Name Mr J. A. Kirby

E-Mail  J.A.Kirby@lboro.ac.uk 




PART ONE – THE PERSON
(This section should be completed by a “competent person” with respect to PEEPs with the direct assistance of the disabled person)

Name of disabled person:
Hearing impairment:

Can you hear the fire alarm in normal circumstances?


Yes



No

If you have difficulty in hearing the alarm, would a visual indicator assist?


Yes



No


Not Applicable

Is there, to your knowledge, any special or purpose designed hearing system or device available that might assist you in hearing the fire alarm more clearly?


Yes



No


Not Applicable

Details: 


Would your response to the fire alarm being activated be helped by an ‘assistant(s)’ who could provide support in the fire evacuation procedure?


Yes



No


Not Applicable

Is there another measure that would assist?


Yes



No


Not Applicable

Details:

Visual Impairment

Do you have a visual impairment, which would have an impact on your leaving the building unassisted?

Yes



No

Details:
Do you require an aid to help you move around the building for example: a cane, a guide dog or other equipment?


Yes



No


Not Applicable

Details: 


How long does it take you to leave the building in normal circumstances from your place of work, or residence unaided?

Time in minutes: 
Do you think the speed at which you are able to leave the building, may have the potential to hold-up other people leaving the building in corridors and stairways, or that they may cause you injury as they pass you more quickly?


Yes



No


Not Applicable

Would tactile signage or floor surface information be of assistance to you?


Yes



No


Not Applicable

Details:


Are there any other problems you wish to highlight or solutions / measures that might assist?

Details:

Mobility Impairment

Can you move to a place of safety without assistance?

Yes



No

If not, do you require help from an assistant to leave the building?


Yes



No


Not Applicable

Do you need or use a wheelchair?


Yes



No


Not Applicable

Is the wheelchair required for all circumstances (Yes) or (No) (i.e. can it be dispensed with for short periods?)


Yes



No


Not Applicable

Is the wheelchair a standard size or an electronically powered type with wider dimensions?

Normal


Electrical



Width ------

How long does it take you to leave the building in normal circumstances from your place of work, unaided?

Time in minutes:  

Can you use an evacuation chair if required and would it help?


Yes



No


Not Applicable

Has a carer or a member of staff and deputy been assigned to assist you? 


Yes



No


Not Applicable

Name(s) Details: 
Any other problems / observations / or solutions?

GENERAL INFORMATION
Would you find it acceptable to use a fire refuge, if required?


Yes



No


Not Applicable

Might the measures needed for you to escape from the building in an emergency adversely affect the safe escape of other occupants?


Yes



No


Not Applicable

If yes, why/how:

Details:

Are there accessible ‘WC’ facilities in the building ?


Yes



No


Not Applicable

Are they suitable for your needs?


Yes



No


Not Applicable

Is access to a refuge(s) available from the WC?


Yes



No


Not Applicable

Do you think that any special staff training is required to give you the assistance that you would need in an emergency?


Yes



No


Not Applicable

If answered “yes” above, what training would assist and would specialist-training providers be needed to give this training?

Details:

Notes:

Assessment carried out by:
 Rod Harrison University Fire Officer
On (date)
: 
PART TWO - THE BUILDING’S PHYSICAL ENVIRONMENT, WORK AND STUDY AREAS
(To be completed by the competent person with the assistance of the disabled person in Part 1)

Building design and function have an impact on how emergency evacuation is achieved by staff and students. This part of the risk assessment will help to collect the data necessary to assess the likely physical problems involved in escape, and help identify the physical measures that need to be taken to address such problems.

Building Name(s):

Address:

Department(s):

Number of floors used by the disabled / incapacitated person on a regular basis:

Is the directional and instructional signage adequate and relevant?

Yes



No

Details: 

Number of staircases: 

Details:

Number of lifts and their uses (passengers or goods):  

Number and location of problem Fire Doors (doors with self-closing devices) that causes significant problems to the person to open and go through independently: 

Details:

The number and location of exits, access ramps and internal steps, which prove a significant problem to the disabled person:

Details:

Other problems identified:

Details: 

PART THREE – ACTION REQUIRED 

Action:

(HoD/HoSS) 

PERSONAL EMERGENCY EVACUATION PLAN (PEEP) – SUMMARY
(A summary of discussions, management procedures and practical assistance resulting from Assessment for Emergency Evacuation Planning of People with Restricted or Sensory Disabilities from Loughborough University)

	Name of Person being Assessed:
	

	Member of Staff or Student:
	

	Department:
	

	Contact Details:
	

	Department Contacts:

HoD/HoSS

Hall Warden
	


Summary:

Signed off by HoD/Employer: _______________________________ Dated: ________

Signed off by the Individual: ________________________________ Dated: ____________ 

Appendix 6:
Letter to Duty Holder

Dear (Sir/Madam)

Re Personal Emergency Evacuation Plan (PEEP)

Please see attached Personal Emergency Evacuation Plan (PEEP) for xxxxxxxxx.
Xxxxxxx has already viewed this document and has given me permission to forward it on to yourself.

The PEEP contains a number of actions and/or information required by duty holders in your department. I would be grateful if you would review the document and distribute a copy of this Personal Emergency Evacuation Plan to any duty holders in your department who are identified in part 3 of this document e.g. the Departmental Safety Officer (DSO), Warden, Department Fire Co-coordinator, Fire Marshals, line manager or tutor.

Yours Faithfully

Rod Harrison

University Fire Officer

Health, Safety & Environment Office

Loughborough University

Loughborough

Leicestershire

LE11 3TU

Office tel no; 01509 222182

Mobile;  07881687578

Office fax  no; 01509 222309

Email; R.M.Harrison@lboro.ac.uk
