

Safety Guidance Notes - Personal Emergency Evacuation Plans (PEEPS)

Introduction
Owners’, occupiers and managers have a legal duty to make sure that all people who use or visit their buildings can reach a “Place of Total Safety” in the event of a fire safety emergency. Legislation describes a Total Place of Safety as being “a place, away from the premises, in which people are at no immediate danger from the effects of a fire”. 
A Personal Emergency Evacuation Plan, or PEEP, is a bespoke “escape plan” for individuals who may have difficulties evacuating a building to a Total Place of Safety without support or assistance from others.

Who Needs a PEEP?
PEEPs may be required for any member of the University community (staff, students, visitors) that may have one or more of the following:

· Mobility conditions
· Sight conditions
· Hearing conditions
· Neurodiverse or mental health conditions
· Other circumstances that may affect a person’s ability to evacuate (this could include people with underlying health conditions, or who are pregnant or who have a short-term injury, such as a broken leg).

The key question that determines whether a PEEP is required is “Can you evacuate a building unaided in a reasonably prompt manner during an emergency situation?” If the answer is “NO” then a PEEP is likely to be required.

How do I get a PEEP?

Members of Staff: If you need assistance evacuating a building, even if this is only on a temporary basis, then you need to bring this to the attention of your line manager. Your line manager is responsible for working with you to complete your PEEP. You do not need to reveal any personal medical information but we do ask that you tell us about anything that affects your ability to evacuate a building. 

Prospective and New Students: We encourage prospective students to disclose any disabilities or health conditions as part of the application process. The Student Support Disability Team is responsible for identifying where the University needs to put specific arrangements in place to support new students. These arrangements are recorded as a Disability Access Plan (DAP). As part of this process, Student Support will also identify whether a PEEP is likely to be required. We will share relevant information with your academic department. This will not include any private or personal medical details unless you specifically consent to this information being disclosed. Heads of Department are responsible for ensuring that DAPs and PEEPs are written and implemented for students within their department. HoDs can fulfil this responsibility by delegating this task to one or more members of the department. However, they remain accountable for the completion of this task.

Student Support Disability Service will monitor that PEEPs have been completed as part of the overall DAP monitoring process.  

Students Living in University Accommodation: We have a range of accessible accommodation across campus and at our off-site residences. Students applying for University accommodation are encouraged to disclose any health conditions or disabilities as part of the application process so that we can best meet your residential needs whilst you are studying at the University. Student Support will inform Accommodation and Hospitality Services (ahs) where students have disclosed a health condition or disability that is likely to require a PEEP. Ahs is responsible for making sure that all students declaring a health condition or disability are provided with a PEEP covering their residential accommodation.

Existing Students: Existing students can disclose disabilities or health conditions at any time to Student Support or to a member of their academic department, such as their Personal Tutor or Supervisor. They will then work within the agreed departmental arrangements to liaise with you and Student Support to enable the development of a DAP and/or PEEP.

Long-Term Visitors: Long-term visitors, such as visiting academics, disclosing a health condition or disability, may require a PEEP. Their University contact will take on the role of the line manager and will be responsible for working with the visitor to determine whether a PEEP is required. The PEEP process for staff and students should be followed.

All PEEPs are recorded on a standard form (see appendix 1). 

Members of the Public Routinely Using University Premises In the case of members of the public who are known to make regular use of University facilities, such as members of the public routinely using sports facilities at the STV, the relevant department will agree a PEEP with the individual in question using the standard form provided in Appendix 1.

Short-Term Visitors: For short-term visitors, such as guest lecturers or attendees at University events, such as open days, or occasional users of the STV, it is not practical to put in place individual PEEPs. The University is developing a series of “General Emergency Evacuation Procedures (GEEPs)” to cover the most frequently visited buildings. General Emergency Evacuation arrangements for university buildings are listed in Appendix 2.


The PEEP Process
Once a potential need for a PEEP is identified, then your line manager (employees), Head of Department (Students) or University Contact (long-term visitors) will work with you to complete the PEEP standard form.

In the first instance, you will be asked to identify if you have any health conditions, disabilities or other concerns that will affect your ability to get to a Total Place of Safety in the event of an emergency. If you answer “NO” to each of these questions then no further action is required. This will be recorded on your PEEP form and the record will be placed on file. 

If you answer “Yes” to one or more categories then you will be asked to complete the relevant sections of the form, as follows. You do not need to provide any private or confidential information to identify any specific medical conditions or disabilities; we are only interested in identifying what support you require.

Which Buildings do You Most Regularly Use?
The PEEP needs to cover those buildings that you will be regularly using whilst on site. For employees and Long-Term visitors, this will include your office accommodation and any buildings that you are regularly required to visit to attend meetings, or to teach or to carry out other substantive parts of your role. Student PEEPs will need to cover all areas regularly accessed for study and/or research. The General Emergency Evacuation arrangements are listed in Appendix 2 will provide information on what is available in our buildings. A generic PEEP has been written for the library (see Appendix 3); this can be incorporated into a specific PEEPs where relevant. 

There are a number of “public” buildings, such as the Fresh Shop, where there is level access and emergency needs are covered by local fire wardens. A full list of locations is covered in Appendix 4. These do not need to be covered in PEEPs. 



Support for Issues Identified within the PEEP:
 
a. Supporting people who are unable to hear the fire alarm: 
The University campus has a deaf alerter system for informing people who are deaf or have impaired hearing of fire alarms. This system is available for staff, students and visitors who require it.

In the event of a fire alarm being activated, the system will alert you using a vibrating pager. The system relies on transmitters connected to individual fire panels in the campus buildings. When activated, they will send a text message to your pager stating which building the fire alarm is in.
This could be a building that you are occupying or a neighbouring building to ensure people with hearing difficulties are aware of the situation. The pager will only send alerts for buildings if the individual is inside or nearby, not for all buildings on campus.

Pagers are installed and maintained by Estates. Information on this system and how to access it is available at: http://www.bath.ac.uk/estates/about/accessibility/deaf-alerter-system/

There are additional devices, such as vibrating pillows, that can be used in University residences. Requirements for these devices will be picked up within the ahs PEEPs.




b. Supporting people with visual conditions
The amount of support that people with visual conditions might require will depend on the severity of the impairment. Consideration needs to be given as to the best means for providing fire safety information. This could include providing fire safety notices in large print, braille or some other format. The person that the PEEP is being written for will generally know what works best for them and they will be able to guide you.

Where students require information in different formats then contact Student Support Disability Service and they will arrange appropriate support. Where staff require bespoke information then contact the University’s Safety, Health and Employee Wellbeing Service (SHEW) and they will provide advice on the potential options and availability of funding.

Some people with visual conditions will have sufficient vision to see fire escape signs and to make their way independently to fire exits. People with more severe visual conditions may require support to find their way to evacuation routes. It may be necessary to assign one or more people (or “buddies”) to provide this support. Buddies could be fellow students or co-workers. If a person has a dedicate carer then they may provide this assistance. The role of a buddy is to provide assistance to navigate to a fire exit.

All non-residential buildings have appointed fire wardens. An integral part of their role is to “sweep” designated parts of their buildings to make sure these are clear before then exiting. They will provide assistance to anyone who may be having difficulty locating escape routes. However, PEEPs should not rely on this as the sole means of assisting people to find escape routes. This is especially important in office and teaching accommodation where fire wardens may only work during “normal office hours”.

c. Supporting people with mobility conditions (horizontal escape)
For many people, the challenges they face when moving around a building in an emergency are exactly the same as they will experience when generally moving about a building. This could include issues with opening doors so that they can move freely around a building. Where this type of issues is identified then Estates should be contacted so that they can look at solutions to improve access (estates-accessibility-issues@bath.ac.uk). 

Where people have temporary impairments, such as broken limbs, that impact their ability to move about the campus then temporary arrangements may need to be considered to support their safe movement around a building. This could include identifying one or more buddies to physically support the person to get promptly to a fire exit. Ideally, mobility-impaired people should evacuate at the same time as all other people. However, it may be acceptable to consider waiting for corridors to clear before the persons makes their way (either with or without physical support) to an exit.




d. Supporting people who have difficulty using stairs.
Many of our buildings have accessible areas in parts of buildings where there is no level means of egress; in these cases emergency evacuation requires people to either go up or down stairs in order to reach a Place of Total Safety. 

The majority of fire escape staircases have associated safe refuges, either on the staircase landings or in lobbies immediately adjacent to the staircase, that provide a “Place of Relative Safety” from which bespoke evacuation strategies can be implemented. A Place of Relative Safety will provide at least 30 minutes protection from fire and smoke.

In some cases, people with mobility conditions may be able to safely use stairs provided these are clear. This could include some wheelchair users who can walk short distances, or who can come down the stairs on their bottom. Other people can walk unaided, or with limited support, but may require longer than other occupants in order to complete the travel distance. In each of these cases, an acceptable strategy may be for the person to wait in a safe place allowing other people to clear the stairways before they make their way down independently or with the support of a buddy.

Other people will be unable to use stairs. Normally, lifts should not be used for evacuation. However, some of our buildings, particularly newer buildings, such as Chancellors building, 4 East South and 10 West, have evacuation lifts that can be used to safely evacuate people from the building. These lifts are fitted with special override facilities that allow Security to work these in the event of an emergency. Buildings with these facilities are identified in Appendix 2.

Where evacuation lifts are not provided then the PEEP should establish whether the use of an evacuation chair is viable. Security has access to evacuation chairs that can be used in all University buildings. However, not all wheelchair users or mobility-impaired persons can safely use evacuation chairs; if this is identified as an issue in the PEEP and there are no other identified options, such as evacuation lifts, then advice should be sought from SHEW in the first instance. 

A number of emergency refuges are fitted with Emergency Voice Communications (EVC’s) and there is a programme in place to install more of these around campus. These enable communication between the refuges and the fire control point in each building. The fire control point is where each building’s fire alarm panel is situated; security staff attend the fire alarm control point when the alarm is actuated and will be able to respond any requests for assistance. In buildings where EVC’s are not fitted then security should be contacted by telephone (01225 383999) so that assistance can be sought. The means of communicating with security (where required) should be identified in the PEEP.

Fire wardens are responsible for checking refuges within their designated area before evacuating a building. Where they identify that someone is awaiting assistance they will report to the Fire Control point and advise security where the person is and what assistance they require. This should not be relied upon as the sole means of alerting security that someone needs assistance.

For general access around site, there is a wheelchair accessible route provided from level 3 of 1 East all the way around the Parade through to level 3 of 2 West. People based on level 3 of any of these buildings can make use of this route to facilitate routine access. They can also use this route to move into a different building in the event of a fire alarm actuation in the building they are in. For example, in the event of a fire alarm in Wessex House, People on level 3 can evacuate to 4 West, 8 West or 5 West. Once in a different building, lifts can be safely used to evacuate to a Total Place of Safety.

e. Supporting people with neurodiverse / mental health conditions
Some people requiring PEEPs may have one or more conditions that will affect their ability to process evacuation cues or to react appropriately to those cues. Where an individual identifies that this is likely to be an issue then SHEW (for employees and visitors) or the Student Support Disability Service (for students) should be contacted for advice. 

Rehearsal
It is important that the PEEP arrangements are physically checked to ensure that they are appropriate and meet the needs of the individual covered by the PEEP. A physical check, or rehearsal of evacuation should be carried out to ensure that arrangements are appropriate. Things that should be checked include: location of refuges; availability of EVC’s; mobile phone signal when this will be relied upon to contact security; physical features of the building do not pose unforeseen barriers to egress and the location of any evacuation lifts. The PEEP should only be finalised when it is confirmed that satisfactory arrangements are in place.

Review
PEEPs should be reviewed at least annually. More frequent reviews will be required if a person’s conditions change. Where this results in a significant change to a PEEP then a fresh rehearsal should be carried out. Reviews should also be carried out if there is reason to believe that changes are required, for example as a result of a fire drill. 

Who Should be Provided With a Copy of the PEEP?

	Student (non -residential PEEP)
	Student Residential PEEP
	Employee / Long-Term Visitor

	Individual

	Buddy where appointed

	Security

	Department staff* (Tutor, academic supervisor, Departmental Safety coordinator)
	Ahs residential manager
	Line Manager / University Contact, Departmental Safety Coordinator.

	Student Support Disability Service
	SHEW



* Departments are responsible for uploading completed Student DAPS and PEEPs to SAMIS.

Support to Carry Out PEEPs
For advice and guidance on general fire safety matters, contact University Fire Safety Advisor, Gary Atwill (gja33@bath.ac.uk) or our general contact email - shew@bath.ac.uk   

For advice on general employee disability support contact your Human Resources lead - http://www.bath.ac.uk/hr/calculators/hr-department-names/Index.htm 

For advice on Student disability issues, contact the Student Support Disability Service - disabilityadvice@bath.ac.uk
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Appendix 1: PEEP Pro Forma
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PERSONAL EMERGENCY EVACUATION PLAN (PEEP)

This form provides the foundation for development of a Personal Emergency Evacuation Plan (PEEP). It should be used to record PEEPs for any member of the University community (staff, student, long-term visitor) who may require support or assistance to reach a Total Place of Safety in the event of an emergency.
Guidance on completing Peeps is available on the University website
PART A – About You

	Name
	

	Email
	

	Telephone
	



	
	Job Title / Course
Department
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	



Can you answer “Yes” to each of the following?
	I can hear the fire alarm in normal circumstances

	

	I can see sufficiently to evacuate a building unaided

	

	I have sufficient mobility to evacuate a building unaided (without using lifts)

	

	“In the event of an emergency, I do not require any adjustments to the general emergency arrangements and I can evacuate a building without assistance or support from others”
	



If you have answered yes to each of the above then a PEEP is not required. Please sign the declaration at the bottom of Part C of this form. If you have answered No to one or more of the above then please answer all relevant parts of Part B.  


Part B:
To be completed by the Head of Department (their representative)/Safety Coordinator or Line Manager (as appropriate) in conjunction with the disabled person

LOCATION
1.	Where are you based for most of the time?
	Building
	
	Floor
	
	Room number
	



2.	If you routinely use more than one location, including those visited for recreation or personal purposes, then please list these below. 
		
	Building
	Floor
	Room number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


 

AWARENESS OF EVACUATION ALARM PROCEDURES
I am made aware of the fire escape procedures by: 
Standard written signs		 			YES	NO
Other (please specify)………………………………………………

AWARENESS OF EVACUATION ALARM ACTUATION
I can hear the fire alarm under normal circumstances		 YES	NO
If NO, I have been issued with a vibrating pager linked to the University’s Fire Alarm System (see guidance for details)				YES	NO

DESIGNATED ASSISTANCE: 

I require assistance to support me to help me respond appropriately to an alarm or to evacuate horizontally or vertically from a building 															YES	NO
The following people have been designated to provide this assistance (Buddy):
 
	Name
	Contact details

	
	Building/room
	‘Phone
	Email

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




I am unable to use stairs even with assistance		 		YES	NO

I am able to transfer safely to, and be transported in, an evacuation chair 	YES	NO

I need to wait until other people have evacuated so that I can evacuate safely
YES	NO

DETAILS OF EVACUATION PLAN FOR THE PEEP HOLDER:  

(Based on the responses provided above, my agreed escape plan is described below. This will include descriptions of any equipment provided.)
	



The Evacuation plan has been rehearsed with the PEEP Holder	YES	NO
Once all parts of Part B have been satisfactorily completed please complete Part C
Part C

PLAN COMPLETED BY:
	Name
	
	Department
	




SIGNATURES:

	PEEP Owner
	
	Person Completing Plan
	




For data protection purposes this information should have only very limited circulation.  Once complete please send a copy of the completed questionnaire and plan to the following people only:

	Student (non -residential PEEP)
	Student Residential PEEP
	Employee / Long-Term Visitor

	Individual

	Buddy where appointed

	Security

	Department staff* (Tutor, academic supervisor, Departmental Safety coordinator)
	Ahs residential manager
	Line Manager /University Contact, Departmental Safety Coordinator.

	Student Support Disability Service
	SHEW
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	General Emergency Evacuation Arrangements
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Building
	Refuges
	Emergency Voice Communications in Refuges
	Evacuation Chairs
	Horizontal Evacuation to different building
	Vibrating Pager connectivity
	Lift Operation (where provided)
	Lift Comments
	

	1 WEST
	Y
	Y
	Y
	Y - on level 3
	Y
	Fire Evacuation Lift
	 
	

	1 WEST NORTH
	Y
	N
	Y
	Y - on level 3
	Y
	No lift
	 
	

	2 WEST 
	Y
	N
	Y
	Y - on level 3 and level 4 across the roof into Wessex House
	Y
	Normal lift
	 
	

	3 WEST
	Y
	N
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	3 WEST NORTH
	Y
	N
	Y
	N
	Y
	Normal lift
	 
	

	4 WEST 
	Y
	Y
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	5 WEST
	N - level access out from all floors
	Not required
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	7 WEST
	Y
	N
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	8 WEST 
	Y
	N
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	9 WEST
	Y
	N
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	WESSEX 
	Y
	Y
	Y
	Y - on level 3
	Y
	Fire Evacuation Lift
	South lift is the Fire Evacuation lift
	

	LIBRARY 
	Y
	Y
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	EAST BUILDING
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	2 EAST
	Y
	N
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	Building
	Refuges
	Emergency Voice Communications in Refuges
	Evacuation Chairs
	Horizontal Evacuation to different building
	Vibrating Pager connectivity
	Lift Operation (where provided)
	Lift Comments
	

	3 EAST 
	Y
	N
	Y
	N
	Y
	Normal lift
	 
	

	4 EAST
	Y
	N
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	6 EAST
	Y
	N
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	8 EAST
	Y
	N
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	NORWOOD
	Y
	Y
	Y
	Y - on level 3
	Y
	Normal lift
	 
	

	SPORTS VILLAGE (STV)
	Not Applicable - level access out from all floors
	Not required
	Y
	N/A
	Y
	Normal lift
	 
	

	1 SOUTH
	Y
	N
	Y
	N
	Y
	Normal lift
	 
	

	2 SOUTH 
	Y
	N
	Y
	N
	Y
	Normal lift
	 
	

	3 SOUTH 
	Y
	N
	Y
	Y - into 4 South
	Y
	Normal lift
	 
	

	4 SOUTH
	Y
	Y
	Y
	Y - into 3 South
	Y
	Normal lift
	 
	

	The Edge
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	Chancellor's Building 
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	North lift LH side is the Fire Evac lift
	

	10 West 
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	South lift is the Fire Evac lift
	

	4ES
	Y
	Y
	Y
	N
	Y
	Fire Evacuation lLift
	 
	

	CARPENTER House (Levels 0 and 1)
	Y
	N
	Y
	N
	Y
	Normal lift
	 
	

	MARLBOROUGH COURT
	Y
	N
	Y
	N
	Y
	Normal lift
	 
	

	SOLSBURY COURT
	Y
	Y
	Y
	N
	Y
	Normal lift
	 
	

	Building
	Refuges
	Emergency Voice Communications in Refuges
	Evacuation Chairs
	Horizontal Evacuation to different building
	Vibrating Pager connectivity
	Lift Operation (where provided)
	Lift Comments
	

	WOODLAND COURT 
	Y
	N
	Y
	N
	Y
	Fire Evacuation Lift
	Fire Evac lift is in block C
	

	THORNBANK GARDENS
	Y
	N
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	CARPENTER HOUSE (Levels 2 to 6)
	Y
	N
	Y
	N
	Y
	Normal lift
	 
	

	JOHN WOOD BUILDING
	Y
	N
	Y
	N
	Y
	Normal lift
	 
	

	JOHNWOOD COURT
	Y
	N
	Y
	N
	Y
	Normal lift
	Disabled refuge points with Emergency Voice Communication systems should be located in both staircases of John Wood Building and where there is lift access to the upper floors of John Wood Court (block KA)
	

	The Quads Acer
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	The Quads Bay
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	The Quads Chestnut
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	The Quads Damson
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	The Quads Ebony
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	Polden Corner 1
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	Polden Corner 2
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	Building
	Refuges
	Emergency Voice Communications in Refuges
	Evacuation Chairs
	Horizontal Evacuation to different building
	Vibrating Pager connectivity
	Lift Operation (where provided)
	Lift Comments
	

	Polden Corner 3
	Y
	Y
	Y
	N
	Y
	Full fire fighting Lift 
	 
	

	Polden Corner 4
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	Milner Building
	Y
	Y
	Y
	N
	Y
	Fire Evacuation Lift
	 
	

	Manver Street
	Y
	Y
	Y
	N
	Y
	Normal lift
	 
	

	
	
	
	
	
	
	
	
	











Appendix 3 – General Emergency Evacuation Plan – Library
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GENERAL EMERGENCY EVACUATION PLAN (GEEP)

Why do I need to do this?
The University has a legal responsibility to provide a safe place of work for employees, students and visitors.  A similar legal duty is placed on the users of those premises to co-operate with the employer and to look after their own health and safety.  This duty includes not doing anything which may put others at risk and not to interfere with control measures introduced for user’s health and safety.

PART A – Supervised Visitors (invited guests staying in the company of an employee at all times)
All visitors for business meetings in the Library should be hosted by a named individual who is then responsible for ensuring that the visitor can be safely evacuated in an emergency.  
Regular visitors to the Library could be considered as members of staff for the purpose of evacuation and have their own PEEP.
LOCATION
1. Meetings involving visitors with impaired mobility should ideally take place where there is easy level access to a paved area outside the Library to enable emergency egress if necessary.  

If this is not feasible then the Host must ensure there are suitable horizontal evacuation options available.  

AWARENESS OF EMERGENCY EGRESS PROCEDURES
2. Prior to the start of all meetings involving external visitors, there should be a brief explanation of where the fire exits are located and the procedure which will be adopted in the event of an emergency  i.e. the visitor will be escorted off the premises by the Host or their representative (Buddy Scheme).  

EMERGENCY ALARM

3. Visitors with hearing impairment may need additional help to recognise when the evacuation alarm has been activated.  You should communicate this to them by any means possible and then escort them to a safe place of assembly.  

ASSISTANCE

4. On hearing the alarm all visitors should be escorted from the premises to a safe place of assembly.  This could include horizontal evacuation where appropriate.   

Serious consideration should be given in respect to the location of the meeting especially if the visitor is severely disabled in respect of mobility. The Library lift will not be in service in the event of an emergency evacuation and visitors requiring evacuation from the Library will be guided by Fire Wardens to Library Refuge Points located in the library stairwells.
Visitors should not be left unaccompanied at any time unless they choose to leave the site once they have vacated the Library.  
PART B

EMERGENCY EVACUATION PLAN FOR VISITORS: The Library

DETAILS OF EVACUATION:  

	In the event of an emergency being discovered the alarm is sounded throughout the library and may be backed up by a vocal warning via the public announcement system. 
Fire Wardens based in the Library will then conduct a sweep of their allocated areas and advise all Library visitors to quickly and calmly leave the building. Fire Wardens will inform visitors of the nearest safe exit route and assist them if needed. The library is evacuated via a series of emergency exits and routes. If a visitor declares that they need assistance and cannot exit the Library due to disability or impairment the Fire Warden will direct them to the nearest safe Refuge Point and instruct them on what to do. A Refuge Point is a place of relative safety where visitors can communicate (by the assistance call EVC) with Security who will come to their assistance. 
Visitors able to safely exit the Library are directed by Fire Wardens down to the Library Fire Assembly Point located across the Parade, down the steps and to the left of the lake. Visitors are instructed to keep away from the Library and to never re-enter until the all clear is given. 
Once a Level of the Library has been checked by a Fire Warden they will inform a Security Officer located at Library Reception that their designated area is clear and if any visitor has refused to evacuate or if they know of any person in a Refuge Point in need of assistance. Fire Wardens then shepherd visitors away from the Library building, typically from The Parade, to the FAP. 
Security Officers take control of the Library building during and following evacuation. 
Security are responsible for giving the all clear to return to the Library.
In the case of an emergency evacuation the visitors lift will go to Level 1, open its doors, and cease to function.



EQUIPMENT PROVIDED OR REQUIRED 

	Disabled Refuge Points are provided on all Levels of the Library in the Library stairwells. A Refuge Call system has been installed and is available on all levels of the Library in all stairwells - except on Level 1 where there is no Refuge Call system.  
Emergency evacuation chairs are available to assist visitors needing evacuation – this process is controlled and run by Security Officers. 



EGRESS PROCEDURE:

	On hearing the emergency alarm visitors able to safely exit the Library should make their way out of the Library using one of the signed fire exit routes. They should be directed by their host or a Fire Warden towards the nearest safe emergency exit. They should make their way out of the Library to the Fire Assembly Point – across The Parade, down the stairs and to the left of the lake. 
When an alarm is sounded visitors in need of assistance should make themselves known to a Fire Warden. The Fire Warden will direct them to the nearest Refuge Point and instruct them in how to use the Refuge Call system. The Refuge Call system should be used to call for assistance. A member of Security staff will respond to the call and arrange for safe extraction of the visitor. 
It is preferable that the Refuge Point at the bottom of the Level 1 stairwell is not used as there is no Refuge Call system. Instead visitors should seek to exit the Library using one of the horizontal emergency exits on Level 1 which lead directly to the underpass under the Library. 



SAFE ROUTE(S): 

	Visitors in need of assistance (cannot leave building by themselves) when the fire alarm sounds will be directed by a Fire Warden to the nearest Refuge Point that is known to be safe. 
Refuge Points are located in all three of the main Library stairwells (North, East and West) on every level. There is a Refuge Point at the bottom of the stairwell to Level 1 but there is no Refuge Call system installed. It is the responsibility of the Fire Warden responsible for Level 1 to ensure that visitors needing assistance are helped to evacuate the building. 
There are too many exit routes from the Library over five levels for any one diagram to be useful. Instead visitors should familiarise themselves with their immediate area and closest emergency evacuation route upon taking a seat in the Library. If unsure visitors should ask Security, Reception or Library staff to point out the nearest emergency exit to them. 



PLAN COMPLETED BY:
	Name
	AJHutchinson
	Department
	Library



Appendix 4  - List of frequently used buildings with level access/egress:
· Fountain Café
· Students Union, level 2. 
· The Pit Stop
· Fresh Express shop
· Lime Tree
· The Edge Café
· Sports Training Village
· Founders Hall

The above buildings generally have level access out, the means of escape for mobility impaired persons and other disabled persons will therefore be easier. Arrangements in these areas are such that these will not generally need to be included in PEEPs rehearsals. 
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