
New/prospective students
Applicant applies to UoE and 

discloses disability/health condition/
requirement for PEEP

Existing students 
(who do not already hold a PEEP)
Student contacts Disability and Learning 

Support Service
 and discloses disability/health condition

Individual invited for initial 
meeting with Disability Advisor to 

discuss support needs and 
determine if PEEP required

 
Complete Part 1 of PEEP form with 

individual, email to School Co-
ordinator of Adjustments (cc 

PEEPS@ed.ac.uk)

Complete Part 2 PEEP form & 
sends to PEEPS@ed.ac.uk

Applicant/student School Co-ordinator of 
Adjustments or delegate

Disability & Learning 
Support Service (DSLSS)

PEEP Coordinator Fire Safety Unit (FSU)

Send draft PEEP to FSU

Complete evacuation process on 
form and return to 
PEEPS@ed.ac.uk

If complex, arrange meeting/
email with student/School to 

discuss arrangements 

Email PEEP to student and School 
for agreement

Liaise with Timetabling to 
alter rooms if required

Send final PEEP to: student, 
School, FSU, DLSS and Security

Save Golden Copy and update 
Master Schedule
 Go to Stage 2

Monitor Master Schedule; on 
review date, email School to 

initiate review

Amendments made to 
PEEP 

Complete evacuation procedure 
section of form

Distribute link to updated PEEP to 
DLSS, Student, home School, non-
home schools (if appropriate), FSU 

and Security

Master Schedule updated

Form archived if no 
longer required

Stage 2: Monitoring and Review

Stage 1: PEEP Identification and Creation Key:

Updated August 2022

 Centre for Open Learning (COL) students will not be filtered through DLSS, instead they will 
liaise with the School directly to initiate PEEP process

 Data will be depersonalised where possible, for example, using UUN rather than names when 
distributing finalised PEEP to University departments

Notes:

Inform PEEP Coordinator 
of changes in disability/

health condition 

Email form to student and School 
for agreement

Archive PEEPs in line with 
retention schedule 

(superseded +5 years)

PEEP sign-off 

PEEP sign-off 

Liaise with student to determine if 
changes to PEEP required

No changes required Changes required

Student PEEP process
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