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Personal Emergency Evacuation Plan for Staff
This form should be completed for staff who require assistance or special arrangements during an emergency evacuation. To help ensure safe evacuation arrangements, individuals are asked to provide as much accurate information as possible on requirements. Any details provided will be handled in accordance with GDPR requirements and the information will not be shared any more widely than is necessary. 
To ensure adequate time for evacuation arrangements to be developed, ideally the draft PEEP form should be sent to the PEEP Coordinator at least four weeks prior to the requirement for the PEEP to be in place although this may not be possible for temporary impairments. Further guidance: Assisted Evacuation | Health and Safety 

Contact: PEEP forms and queries should be emailed to peeps@ed.ac.uk
	PERSONAL EMERGENCY EVACUATION PLAN (PEEP) - APPLICATION

	Part 1: Personal Information
To be completed by Line Manager of individual requiring PEEP 

	Name of person requiring PEEP
	

	Staff number
	
	Pronouns (optional)
	

	Line Manager name
	
	School / Depart.
	

	Date required from:
	
	Approx. end date 
	

	The nature of impairment is;
	Choose an item.
	If temporary – when is the impairment likely to improve?
	Choose an item.


	What type of impairment(s) and or condition(s) does the applicant have?

	Hearing impairment
	☐
	Visual impairment
	☐

	Learning disability
	☐
	Learning difficulty
	☐

	Developmental disorder
	☐
	Mobility impairment
	☐

	Neurodiversity
	☐
	Long term illness, disease or condition
	☐

	Medical conditions / temporary injury*                                                                              (please comment below)
	☐
	They would prefer not to say (this may result in a suitable PEEP not being made available)
	☐

	*Please provide details of how your condition may impact your ability to evacuate in the event of a fire:









	Part 1: (continued)
Please provide further information in the comments box for each of the questions below. This is necessary to enable a full assessment of requirements and processes.

	
	Select
	Comments

	Do you have a full-time carer/personal assistant?
	Choose an item.	

	Can you see visual alarm signals?
	Choose an item.	

	Can you hear audible alarm signals?
	Choose an item.	

	Can you use stairs unaided in an emergency?
	Choose an item.	

	Can you follow exit signage without assistance?
	Choose an item.	

	Do you use a wheelchair and/or any other device to aid your mobility? (If other, please give detail in ‘comments’ box).
	Choose an item.	

	If you use a wheelchair, is it a manual or an electric chair? 
	Choose an item.	

	Will you use your wheelchair at all times while you are at university?
	Choose an item.	

	If you use a wheelchair, are you able to self-transfer into an evacuation chair?
	Choose an item.	

	Standard evacuation chairs have a maximum capacity of 180kg; to help assist with determining the most suitable evacuation method, please indicate if this capacity limit is appropriate for you.
	Choose an item.	

	Are you content to use the University evacuation procedures for disabled people? General guidance on evacuation methods | Health and Safety Department
	Choose an item.	

	Any additional comments on reasons for being unable to evacuate without assistance that are not covered above.
	Choose an item.	



	Part 2: Building Information:

	Please list building(s), room(s) and floor(s) where you are normally based at work
	Building
	Room
	Floor
	Day(s)
	Time

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Please list frequently used University areas outside of normal work location e.g., catering areas, if known
	
	
	
	
	

	Any other relevant comments
	
	
	
	
	

	On completion, please return to peeps@ed.ac.uk



	PERSONAL EMERGENCY EVACUATION PLAN (PEEP)

	Part 3a: Background PEEP arrangements
General responsibilities of the PEEP holder and nominated buddies/facilitators.
This section is to be completed by the Fire Safety Unit

	1. The School/Dept./Facilitators must ensure that all those nominated to assist with the management of this PEEP are forwarded a copy and asked to familiarise themselves with the contents and the assistance they may be expected to provide.

2. Prior to using the building for the first time, the PEEP holder and all nominated to assist must make themselves fully aware of the;
· arrangements detailed in this PEEP
· relevant building fire action plan(s) (FAPs)*
· building layouts, specifically the available escape routes and exits 
· location of the Temporary Waiting Spaces** (TWS) and evacuation lifts
· location of the Emergency Voice Communications (EVC)
· location of the fire assembly point(s) 

3. If attending buildings not specifically mentioned in the PEEP e.g., for an event, the PEEP holder should make the organiser of the event or local management aware of any egress requirements.

4. the PEEP holder should add the number of Security Control to their mobile phone contacts – 0131 650 2257

5. The PEEP holder should be assisted/accompanied during an emergency evacuation and at no times should they be left on their own (unless there is a specific situation, which will be clearly addressed in section 3c c below).
  
*A copy of the relevant building(s) FAPs can be obtained from the Building Fire Coordinator(s).

**You should note that a TWS is constructed of fire resisting materials that will protect the occupants from fire and or smoke for at least 1 hour. These TWSs are maintained free from combustible items to ensure that no fires can occur within them.


	Part 3b: Emergency evacuation procedures
Step by step description of evacuation method(s) to be used

	Evacuation method
	Building(s) to be used in

	Evacuation lifts and evacuation chairs
	

	Evacuation chairs only
	

	Phased evacuation
	

	Immediate evacuation
	

	Buddy System (e.g., carer/ lecturer / facilitator assistant)
	

	24/7 trained responders (Security Officers)
	Yes – for all academic buildings

	Part 3c: PEEP ARANGEMENTS - Step by step description of evacuation method(s) to be used:

	












	On completion, please return to peeps@ed.ac.uk



	Part 4: Approval 
To be completed by PEEP holder, their Line Manager and Fire Safety Unit (email confirmation is acceptable but should be sent to peeps@ed.ac.uk along with a copy of the PEEP).

	Staff member
· I confirm that I am aware of the emergency evacuation procedures and that I agree to evacuation arrangements stated in Part 3 of this plan 
· I understand that if changes are required, I should request for my PEEP to be reviewed
· I have read and understood the above information on the General Responsibilities of the PEEP holder and nominated buddies/facilitators

	Signature: 	Date: Click or tap to enter a date.

	Line Manager:	Date: Click or tap to enter a date.

	Fire Safety Adviser: 	Date: Click or tap to enter a date.



	Part 5: Privacy Notice

	Available to view at:  Health, Safety and Wellbeing - Privacy Notice
Applicants:  Privacy statement for applicants | The University of Edinburgh








Document version 
	Version number 
	Summary of change 
	Date and by whom 

	 V1
	Original
	2019

	 V1.1
	Minor template changes
	2022

	V2
	Simplify form
	2025

	V3
	Minor content change and structure to form
	2026


Alt format  
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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