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Roles and responsibilities for assisted evacuation of disabled
persons in the event of a fire

The University is required to have suitable arrangements in place for the safe evacuation of
all persons from its buildings [in the event of a fire] and as such, steps must be taken to
establish arrangements for any disabled persons who may require assistance and or support
to safely evacuate a building.

To assist with these requirements, the University has a adopted a robust ‘personal
emergency evacuation plan’ (PEEP) process, which documents the agreed arrangements for
the safe evacuation of a disabled person [in the event of a fire]. This PEEP process should be
considered and administered where appropriate.

Many Heads of School nominate the ‘Coordinator of Adjustments’ role to assist them with
their responsibility to establish individual PEEPs as required.

The agreed PEEP arrangements must ensure that specific persons or role are nominated to
provide the assistance required to either;
e ensure that a disabled person can safely evacuate a building [in the event of a fire] or
e ensure that a disabled person is safely assisted to the nearest available Temporary
Waiting Space (TWS) and once there, will ensure that Security Officers are made
aware of the presence of someone with a PEEP in the TWS. This can be done by one
of the following methods;
i. Activating the ‘call’ button on the emergency voice communications system
(EVCS) or
ii. Calling Security Control on their mobile phone or
iii. Sending a buddy/colleague down the stairs to advise Security in person (at
the building’s fire panel).

Once assistance has been requested, the nominated person(s) should stay with the disabled
person to provide company and assurance until assistance from Security Officers arrives. At
no time should a disabled person be left on their own in a TWS.

Security Officers respond to all fire alarm activations, with their primary role being to
investigate the nature of the alert (to ascertain if the SFRS is required or not).

Should there be a fire or suspected fire and, having called the SFRS, Security Officers are
then required to manage all requests for assistance from persons waiting in any of the
building’s TWSs. This assistance will be provided using an evacuation lift and or an
evacuation chair.

Director of Estates
In order to facilitate and support the arrangements for the assisted evacuation of disabled
persons, from a strategic perspective, the Director of Estates has responsibility to;
e ensure that all physical aspects of assisted evacuation are maintained, such as TWSs,
EVCSs, evacuation lifts (including access to lift keys), evacuation chairs and relevant
signage and information;
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work towards providing the highest level of access and egress for university
buildings. They will work in consultation with other services to ensure suitable
changes are put in place to accommodate specific needs and reasonable
adjustments, where possible;

continue to work towards improving access and egress via the planned accessibility
improvement programme, resulting in a year-on-year improvement of accessibility
and egressibility of the University estate.

Director Of Estates Operations

To facilitate the arrangements for the assisted evacuation of disabled persons, the Director
of Estates Operations is responsible for ensuring that;

sufficient numbers* of trained Security Officers respond to all fire alarm activations
and fire related incidents, so that they are available to provide this assistance as
required;
relevant SOPs are established and risk assessments are undertaken, which are
shared with Security Officers.
all Security Officers attend the necessary training events (upon induction and at least
every three years thereafter);

» Evacuation lift training (theoretical) — delivered by the Fire Safety Unit;

» Evacuation chair training (practical & theoretical) — delivered by the Fire

Safety Unit;

» EVCS training (practical & theoretical) — delivered by Estates Department.);

» Evacuation lift training (practical) — delivered by Estates Department);
Additional, regular, in-house training should be undertaken in order to maintain
familiarity and competence with the various installations in the various buildings
they attend.

*A minimum of three Security Officers (with hand-held radios) are to attend — 1 to manage
the fire panel and EVCS and two to provide assistance (using the evacuation lifts/chairs).

Director Of Accommodation, Catering & Events (ACE)

The responsibility for establishing suitable arrangements for the safe evacuation of disabled
persons from university managed accommodation sits with the Director of ACE. To facilitate
these arrangements, the Director of ACE is responsible for ensuring that;

sufficient numbers** of trained Community Support Officers (CSOs) respond to all
fire alarm activations and fire related incidents, so that they are available to provide
this assistance as required.
relevant SOPs are established and risk assessments are undertaken, which are
shared with CSOs;
all CSOs attend the necessary training events (upon induction and at least every
three years thereafter);

» Evacuation lift training (theoretical) — delivered by the Fire Safety Unit;
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» Evacuation chair training (practical & theoretical) — delivered by the Fire
Safety Unit;
» EVCS training (practical & theoretical) — arranged by ACE H&S Manager
Evacuation lift training (practical) — arranged by ACE H&S Manager
e Additional, regular, in-house training should be undertaken in order to maintain
familiarity and competence with the various installations in the various buildings
they attend.

**A minimum of two CSOs (with hand-held radios) are to attend. If no hand-held radios are
available, then a minimum of 3 CSOs are to attend.

Heads of School / Department

The responsibility for establishing suitable arrangements for the safe evacuation of disabled
persons within their areas of responsibility, lies with the relevant Head of
School/Department. To facilitate these arrangements, each Head of School / Department
should;
e Nominate a suitable role, such as a Coordinator of Adjustments for students (to
assist with the administration of local, relevant matters);
e Ensure that the University’s PEEPs process is adopted where required (for staff,
students and visitors);
e Ensure that where necessary, suitable arrangements are established to support all
relevant PEEPs.

Fire Safety Unit

The Fire Safety Unit is responsible for;

e providing suitable training to Security Officers and Community Support Officers and
advise on evacuation procedures; this may require participation in meetings with
School/Department, staff, student and/or Disability and Learning Support Service to
discuss arrangements for complex cases.

e Agree with the student/staff member the evacuation procedures (Part 3) detailed in
the PEEP form and return to Business Support Team (H&S) in a timely manner.

Students requiring a PEEP

e Inform the University® of requirement for PEEP at the earliest opportunity and participate in
discussions about how their requirements can be met.

» We recommend that students contact the Disability and Learning Support Service to
initiate the process. However, they may also contact their school Co-ordinator of
Adjustments (or similar role)

e Advise the Disability and Learning Support Service? of any change in circumstance relating to
disability(s)/health condition(s).
e Advise School Co-ordinator of Adjustment/delegate of;
> alterations to study location(s);
» anyone nominated to assist with evacuation leaves, e.g., if using “Buddy” system
e Familiarise themselves with the agreed evacuation procedures and comply with the
requirements of any agreed PEEP.
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If attending buildings not specifically mentioned on the PEEP, make the organiser of the
event or local management aware of any egress requirements as well as making yourself
aware of the emergency egress arrangements or where the temporary waiting spaces are
located.

Disability and Learning Support Services

Identify students in need of PEEP through individual assessment between student and
Disability Advisor, provide the ‘Information note prior to your PEEP being finalised’.
Provide guidance on PEEP process and complete Part 1 of PEEP form with student.

Pass PEEP form on to next stage in process in a timely manner.

Liaise with PEEP Coordinator and student to review PEEP form if there is a change in
student’s disability/health condition which may affect PEEP arrangements.

Update Schedule of Adjustment to include reference to PEEP and location of where PEEP is
stored.

Liaise with Accommodation, Catering and Events to ensure all those requiring a PEEP have
been identified.

Schools

Ensure PEEPs are developed, agreed and implemented for students, leading if student
chooses not to go via DLSS. Provide guidance on PEEP process and complete Part 1 of PEEP
form with student, provide the ‘Information note prior to your PEEP being finalised’.
Ensure that staff resources and training are made available to enable PEEPs to be successfully
implemented; Response Teams will be responsible for implementing evacuation procedures.
Provide guidance to existing students on PEEP process, for example, through face-to-face
discussion and in School handbooks/induction materials;
Complete Part 2 of PEEP form (Timetable information*) and return to PEEP Coordinator in a
timely manner (*A report can be generated in Bl Suite which lists information on a student’s
classes, tutorials and the location of these. The report can be accessed in Bl at: Public
Folders> SASG: Student Systems> Officially Dev & Maintained -> Student-> Class List->
Student Timetable by UUN_as a List)
Coordinate room changes, as required, with the Timetabling Unit.
Liaise with Business Support Team (H&S), Disability and Learning Support Service and student
to review PEEP within agreed timescale.
During teaching sessions, the staff member leading the session must support the student
with a PEEP to safely evacuate or move to a TWS and stay with them during this time, or
agree that someone stays with them, if they are made aware of the need by the student.

Staff members (employees) requiring a PEEP

Inform line manager at the earliest opportunity of issues which may impact their functional
ability to evacuate without assistance during an emergency;

Whilst individuals are not required to disclose specific medical information, in order to
ensure the appropriate arrangements are put in place, they are expected to assist with
provision of information to fully explain what they need to facilitate a full assessment of
their individual requirements.
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Once a PEEP has been issued, it is the staff member’s responsibility to notify their line
manager if they believe the PEEP should be reviewed e.g., due to change in
condition/circumstances.

If occasionally based or travelling between sites or for attendance at a particular event, the
staff member should inform the person responsible for the area of their PEEP in advance of
their need for support in the event of an emergency evacuation (including travel and
accommodation).

Line Manager

Discuss with individual concerned their functional capacity to self-evacuate, determine
whether a PEEP is required.

Developing the PEEP in conjunction with the individual concerned and the University Health
and Safety Department; complete Parts 1 and 2 of the PEEP forms in conjunction with the
member of staff and send to peeps@ed.ac.uk

Ensure that, where a “Buddy” is required to assist the member of staff in the event of an
evacuation, that suitable persons have been identified and trained in the process. More
information on “Buddy system” arrangements can be found at:
https://www.ed.ac.uk/health-safety/fire-safety/assisted evacuation/general-guidance-on-
evacuation-methods

Health, Safety & Wellbeing Department - Business Support Team (H&S)
(formerly PEEP Coordinator role)

Act as a first point of contact for PEEP enquiries.

Coordinate PEEP creation, including management of dedicated PEEP email account.
Distribute finalised PEEP to student/staff and relevant departments including Disability and
Learning Support Service and Schools to ensure effective evacuation.

Review PEEPs on agreed schedule, liaising with Schools, Disability and Learning Support
Service and Estates as appropriate.

Store ‘golden copy’ PEEP securely ensuring GDPR compliance.

Event organisers

ACE

Ensure adequate information and guidance is given to visitors to allow temporary
arrangements to be made.

Further guidance for event organisers can be found at:
http://www.docs.csg.ed.ac.uk/Safety/fire/guidance/PEEP_Guidance.PDF and
https://www.ed.ac.uk/health-safety/fire-safety/guidance/events-use

Liaise with Disability and Learning Support Service to ensure those requiring a PEEP have
been identified.

Follow current process for PEEPs within University accommodation

Send list of completed PEEPs to Business Support Team (H&S) to peeps@ed.ac.uk as soon as
possible.
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Edinburgh University Students Union (EUSA)

e Responsible for the management of all PEEPs for EUSA managed buildings.

Timetabling

e Work with Schools to accommodate room changes in a timely manner.
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If you require this document in an alternative format please contact The Health, Safety
and Wellbeing Department on health.safety@ed.ac.uk or call (0131) 651 4255
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