SCP37 Personal Emergency Evacuation Plans (PEEPS)


Appendix 1

LJMU Personal Emergency Evacuation Plan

LJMU is committed to providing a safe working and learning environment.  In order to meet the health and safety needs of staff, students and visitors, particularly in meeting additional needs, you are invited to help complete this form.  Please keep a copy for your records and future reference.

Section 1 The person and the location 

Name of individual:
………………………………………………………. 

	Staff          FORMCHECKBOX 

	Employee Number:……………………………………
	

	Student     FORMCHECKBOX 

	Enrolment Number…………………………………….
	

	Visitor       FORMCHECKBOX 

	
	

	School/Service Team
	…………………………………………………………………
	

	Building
	…………………………………………………………………
	

	Room Number
	…………………………………………………………………
	

	Contact Details
	H. ……………………………………………………………..

W. …………………………………………………………….

e-mail…………………..location…………………………..


	

	Individual’s Manager or course leader
	…………………………………………………………………
	

	Contact Details
	Tel……………………………………………………………

e-mail…………….…… location
	

	Nature of disability
	…………………………………………………………………

…………………………………………………………………
	

	Is disability permanent?
	Yes   FORMCHECKBOX 
               No  FORMCHECKBOX 

	 

	If not, which date will a review of evacuation requirments be carried out?
	…………………………………………………………………
	


Section 2 Arrangements for evacuation 

Equipment or physical alterations required to assist emergency evacuation:

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

Detailed procedures that have been developed to assist evacuation:

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

People who will provide assistance during evacuation:

Name:
……………………………………………………………………….  Phone number:……………………….

Name:
……………………………………………………………………….  Phone number:……………………….

Name:
……………………………………………………………………….  Phone number:……………………….

Name:
……………………………………………………………………….  Phone number:……………………….

Section 3 Maintenance, training, testing, and record keeping

Arrangements to maintain equipment provided to assist evacuation 

Has training been provided to people who will assist ? 

Yes   FORMCHECKBOX 
               No  FORMCHECKBOX 

Record details of types of training, dates and information on any refresher training that may be required on a separate sheet and attach to this PEEP 

Arrangements to test and practice evacuation procedure. 

	Location of Test Records
	…………………………………………………….
	

	Date of last test
	…………………………………………………….
	

	Outcome of last test
	…………………………………………………….

…………………………………………………….
	

	Date of next scheduled review of arrangements and plan
	…………………………………………………….
	


Section 4 Record of consultation and communication 

This PEEP has been prepared by:

	Name
	…………………………………………………….
	

	Department
	…………………………………………………….
	

	Contact details
	…………………………………………………….
	

	Signature
	…………………………………………………….
	

	Date
	…………………………………………………….
	


In consultation with: 

	Name
	…………………………………………………….
	

	Department
	…………………………………………………….
	

	Contact details
	…………………………………………………….
	

	Signature
	…………………………………………………….
	

	Date
	…………………………………………………….
	


    Other officers of the University: 

	Name
	…………………………………………………….
	

	Department
	…………………………………………………….
	

	Name
	…………………………………………………….
	

	Department
	…………………………………………………….
	

	Name
	…………………………………………………….
	

	Department
	…………………………………………………….
	

	Name
	…………………………………………………….
	

	Department
	…………………………………………………….
	


Copies of this evacuation plan must be held by: 

· The director of the department by which the person is employed (for staff) 

· Course Co-ordinator (relevant to the course to which this PEEP relates) or the manager of the service area to which the PEEP relates (for students). 

· Personnel (for staff) 

· Student Disability Service (for students) 

(
Building Fire Evacuation Coordinator (in all cases)

•     The staff member/student

•     School Disability Coordinator

Appendix 2

GUIDANCE FOR COMPLETION OF LJMU PERSONAL EMERGENCY EVACUATION PLAN PROFORMA

Section 1 - The person and the location 

Name of individual 

Record the name of the person for whom the emergency evacuation plan is being prepared. If you are preparing a standard plan for a 'public' area state this. 

Staff or student

Indicate if the person is a member of staff or a student.             
Staff number or enrolment number

Record the person's staff or matriculation number. 

School/Service, building and room number

Clearly indicate the area to which this evacuation plan relates. Remember you must make a separate plan for each area the person will be using. 

Contact details for individual

Provide a means by which the person can be contacted. This should include their home or term time address and a telephone number. 

Line manager or course co-ordinator name and contact details

Identify and provide a means by which the person's line manager, course or other work/study co-ordinator can be contacted. 

Nature of disability

Give details, including nature and extent, of the disability that are relevant to the development of procedures to assist evacuation, for example deafness, blindness, restricted mobility, lack of unaided mobility etc. 

Is disability permanent? If not on which date will a review of evacuation requirements be carried out? 

Some disabilities (e.g. bone fractures) are temporary but are none the less likely to impede unaided evacuation. For disabilities that are temporary record a date on which the assessment of procedures will be reviewed 

Section 2 - Arrangements for evacuation 

Equipment or physical alterations required to assist emergency evacuation 

Consult with the individual. Consider the nature and extent of their disability and what that means in terms of their evacuation. Determine if there is any equipment that can be purchased or any alterations that can reasonably be made to the area to enable their evacuation, for example a, vibrating alert pager, installation of personal alert call points or ramps. It may be necessary at this stage to discuss technical aspects of equipment with suppliers or manufacturers and in some cases to carry out tests on suitability of equipment. Property Services must be consulted about any changes that would require alteration to the fabric of the building or area. Record here any equipment that has been purchased or any alterations that have been carried out to the area to assist evacuation. 

Remember, should it be necessary to make reasonable adjustments to the fabric of a staff workplace or the equipment provided in it the member of staff may be eligible for a grant to meet additional costs from Access to Work. Further information can be obtained from Personnel. 

Detailed procedures that have been developed to assist evacuation 

Provide a step-by-step account of the arrangements that have been made for emergency evacuation of the person. This should include information on who will take charge of the evacuation, where evacuation equipment is stored, who will retrieve it, how it will be used, what role will be carried out by each individual that is involved in the evacuation process, who will be alerted that an evacuation is in progress, how this alert will be achieved and what evacuation route will be used. 

People who will provide assistance during evacuation 

Record the names, location, department and contact telephone number of the people who have agreed to play a role in the evacuation process and record the role that they will play (e.g. guide and accompany a partially sighted individual down the stair, alert emergency services to the fact that an evacuation is in progress). Be sure to make appropriate allowance for absence of personnel (e.g. as a result of holidays or ill health) 

Section 3 - Maintenance, training, testing and record keeping 

Arrangements to maintain equipment provided to assist evacuation

Equipment that is provided for evacuation is likely to need routine maintenance or servicing. This may range from battery replacement that can be done by the individual or the department to the more technical servicing requirements of equipment such as evacuation chairs. In this section you should record what maintenance or servicing will be needed, how, when and by whom this will be carried out and who is responsible for ensuring that this gets done properly and on time. 

Has training been provided to people that are to render assistance ? Record details of types of training, dates and information on any refresher training that may be required on a separate sheet and attach to this PEEP. 

People who participate in the evacuation process may require specific training. You should record what type of training is required, how and when this has been delivered and arrangements and frequency for any necessary refresher training. 

Arrangements to test and practise evacuation procedure 

Once an evacuation procedure has been developed it is essential that all of those involved regularly test and practise it. This will highlight any changes that may need to be made and will help to ensure that, in the event of a genuine emergency, all participants have confidence in the operation of the system. It may be that it is not appropriate to test the procedure at the same time as a general evacuation test is being carried out for that area and its users. Alternative arrangements may be agreed with the University Health and Safety Officer. Use this section to record what arrangements are to be used. 

Record keeping
You must ensure that the date and outcome of tests, training, practice events, equipment maintenance and repairs and name and contact details of record keeper are recorded. It may be acceptable to use the Building Fire Log Book for this purpose. Use this section to record where these records are kept and who is responsible for updating them and for checking that deadlines relating to training, maintenance and other ongoing provisions have been met. You should also record the date of the next scheduled review in this section. 

Section 4 - Record of consultation and communication 

Use this section to record that all relevant parties have had input to and hold a record of the evacuation plan. As a minimum copies should be held by:

· The individual concerned

· The subject course co-ordinator (relevant to the course to which this PEEP relates) or the manager of the service area to which the PEEP relates. 

· Student Services (for students) 

· School/Service teram in which the person is employed (for staff) 

· Personnel (for staff) 

· Building Fire Evacuation Coordinator

Further information and assistance can be obtained from:

· Student Services (see http://cwis.livjm.ac.uk/studentservices/index.htm)

· Disability Rights Commission ( http://www.drc-gb.org/law/dda.asp ) where you can access the Special Educational Needs and Disability Act (SENDA).

· Equal Opportunities www.LJMU.ac.uk/EOU 

· Liverpool Students Union www. L-S-U.com

· Health and Safety Unit.  www.ljmu.ac.uk/HSU
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