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Emergency Evacuation Procedures for Persons with  Accessibility Requirements
Information for Persons
· You should have a personal emergency evacuation plan (PEEP) prepared for you in consultation with Wardens  and if you are a student, with assistance from Accessibility Services staff if need be (see attached template).
· Ideally, involve your colleagues in the preparation of this PEEP so they are fully aware of your evacuation assistance requirements.
· When preparing the PEEP, consider:
· The availability of a permanent or part-time aid and their involvement in the evacuation process.
· Your individual mobility issues and lifting/assistance techniques specifically required.
· Any hearing impairment issues present and processes required to notify you of any evacuation in progress.
· The presence of guide or assistance animals.
· The need to ensure that you and your aid (if you have one) fully understand the evacuation procedure of the area concerned, including potential evacuation routes and assembly areas.
· In some instances, if your mobility is limited, it may be necessary to evacuate your to a fire isolated stairwell to await emergency services’ assistance. A warden or staff member must remain with you until emergency services arrive. Do not use lifts to evacuate.
· Consideration may also be given to use horizontal evacuation routes through to adjoining buildings.
Information for Ambulant Staff and Students
On hearing fire alarm, or on being instructed to evacuate, students, staff and visitors not performing emergency-related roles should proceed as follows:
· Remain calm.
· Ensure persons in your vicinity are aware that they must evacuate.
· Assist any persons experiencing difficulty in your area, notify a warden if additional assistance is required (e.g. wheelchair/mobility aid user, injured or trapped person)
· Unless directly involved in evacuation processes or assisting wardens, leave the building immediately and proceed to the nearest safe assembly area.
· Report any missing persons to a warden or to emergency services personnel.
· Remain at the assembly area until instructed otherwise.


Personal Emergency Evacuation Plan for Person with Accessibility Requirements

Name:			……………………………………………………………………………
Contact Telephone:        ……………………………………………………………………………
Campus:		……………………………………………………………………………
Days of Occupancy:         …………………………………………………………………………..
	Building:     	……………………………………………………………………………
	Floor:		……………………………………………………………………………
	Room Number:	……………………………………………………………………………
	Telephone:         …………………………………………………………………………..
                 (List usual place of occupancy, offices, classrooms, laboratories. Separate PEEP for each building)
                                   
Do you have an assistance animal?						YES/NO

Have you been trained or made aware of emergency evacuation procedures?	YES/NO

What is your preferred method of receiving evacuation procedure updates?
(Please state, e.g. text, Braille, email, other)
.....................................................................................................................................

What is your preferred method of receiving notifications of an emergency?
(Please state, e.g. visual alarm, SMS, in person  communication, mobile phone, other device or method)
…………………………………………………………………………………………………………………….

What type of assistance will you require?
(Please list any requirements, walking guidance or aid, wheelchair assistance, other. Add lines if needed)
……………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………

Will any special equipment be needed for evacuation?
(e.g. manual wheelchair, harness, other. These may have to be provided by emergency services.)
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..

Egress procedure.
(Step-by-step details. By what method and by which evacuation route(s) will you be evacuated?
1. ………………………………………………………………………………………………………
2. ………………………………………………………………………………………………………
3. ………………………………………………………………………………………………………
4. ………………………………………………………………………………………………………



Designated assistants and their contact details:
(Please list name, phone extension number, mobile number, email. Add lines if needed.)
………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….
(Ensure these assistants are trained in the emergency response procedures.)

Are designated aids/assistants trained in the use of any evacuation equipment?    YES/NO

Evacuation route diagram:
(include as separate page if insufficient space)























Issue Date:  …./…../………		Review Date:   …./…../……… (12monthly)


Building occupant approved:   	………………………………………………… 
                                                    		(Signature)

Chief  Warden approved:		…………………………………………………
					(signature)

Copies to:      		Floor Wardens/Fellow Staff/Fellow Students
			      (Distribute as required  as agreed to by occupant)
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