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Emergency evacuation procedures for people with additional needs
Commitment
There are many things that can affect a person’s ability to leave premises quickly in an emergency, including:

· Impaired hearing.
· Impaired sight.
· Restricted mobility.
· Breathing problems.
The Council is committed to equal treatment and has in place procedures which outline the action to be taken by employees in emergency situations. However, these do not specifically address the safety of people with additional needs. 

It is impracticable to provide a standard set of procedures so the Council will work with individuals to prepare Personal Emergency Evacuation Plans (PEEPs) which take into account their specific requirements.
It is not only employees who may need help during an evacuation. Visitors could also be vulnerable. Therefore, employees will need to evaluate whether a person needs a PEEP:
Support

Before PEEPs can be prepared it is necessary to have information about people’s needs. This information will be collected:

Employees

During the recruitment process, HR/Business Support will identify people at risk and provide Managers with details of any employee who has any additional needs in an emergency.
Directors will ensure that appropriate support is provided for employees who have declared that they may need help during emergency situations.
Activity Managers, in conjunction with Business Support, will ensure appropriate support is provided for the employee concerned.

Visitors

It can be more difficult to know about visitor’s special requirements and it can be seen as discriminatory or intrusive to ask direct questions about abilities. However, employers and employees have a duty to take care of visitors and therefore must make suitable arrangements for their safe evacuation.

Employees will:
· decide whether a PEEP is needed for a visitor
· complete a PEEP for any visitor who may need assistance in an emergency

· on some occasions, it may be necessary to evacuate a person to a safe ‘refuge’ area within the building 

Responsibilities
Directors and Assistant Directors
Directors and Assistant Directors will:

· Ensure practice drills are undertaken every 6 months to test the effectiveness of the PEEPs.

· Ensure PEEP procedures are reviewed annually to ensure that they are still relevant and effective and are revised accordingly.

· Be aware that local operational personal emergency procedures may include a requirement for a named representative to assist or guide wheelchair users or others to a refuge area / point within the building.

Managers

Managers will ensure that:

· Arrangements are made for visitors with limited abilities to respond to an emergency by the preparation, in consultation with the employee of a Personal Emergency Evacuation Plan (PEEP) for them.

Form PEEPWA gives some typical questions that might be relevant when completing a PEEP.
Further information is given in Emergency Procedures, below.

· If they invite visitors to a meeting that they include a phrase, similar to that below, on the invitation:

“In an emergency, it may not be possible to use the normal exits and lifts will be out of service. If you will need any assistance to leave the building, please let me know in advance so that we can discuss and make appropriate arrangements for your safe evacuation.”
· Appropriate arrangements are made for the safe evacuation of visitors, by preparing a PEEP if necessary.
Employees

Employees who have declared that they may need assistance in an emergency will:

· Be asked to help prepare and agree appropriate risk control measures to be incorporated into a PEEP with their manager/team leader, and/or Business Support, and/or HR.
· Be given a copy of the PEEP.

· Ensure a colleague always knows where they are if they are in an HBC building.
· At all times, keep with them any emergency evacuation aid, e.g. Deaf Alerter 

· Be asked to take part during evacuation drills, and where appropriate to be assisted to leave the building.

N.B.
Employees must initially demonstrate, either during an evacuation drill or beforehand that they can evacuate the building according to the details in their PEEP. During future evacuation drills, wherever reasonably practical they will be told in advance about the timing and that, if they prefer that they can move to the nearest place of safety, not necessarily to the Assembly Point.
Employees who have agreed to assist in an emergency will:

· Be given a copy of the PEEP.
· Arrange a deputy if they are unavailable and inform the employee who will help.

Emergency Procedures

There are many ways that people with impaired mobility can be assisted. Sometimes, the need for assistance can be eliminated by making minor changes in advance of an emergency. Examples, that could be included in a PEEP include:

· Changing the location of a meeting or permanent place of employment to the ground floor. 

· Providing a Deaf Alerter or alternative device so that a person with impaired hearing is informed directly about the need to evacuate.

If these options are impractical, alternative arrangements could include:

· Having a “buddy” to alert them that there is an emergency and that they should leave the building immediately.

· Having a “buddy” help them towards an emergency exit.

· Partial evacuation to a refuge or other place of safety.*

*The legal requirement is to evacuate buildings without the help of emergency services. However, this may not always be possible.

In these circumstances, if it is safe to do so, a volunteer could remain with the person with impaired mobility in the refuge area. Another volunteer must alert the Fire Co-Ordinator who, in turn, will inform the emergency services of their whereabouts in case an assisted emergency evacuation becomes necessary.
Whenever the person has been evacuated, the responsible employee should remain with the person unless they are required elsewhere to assist with other emergency duties.
Additional information
HR/Business Support should be consulted if there is any doubt about the evacuation requirements for anyone who is employed or is a visitor to Council premises.’

Any outside person hiring a room for their own use must work with HR/Business Support on the PEEP in advance, and is responsible for carrying out the evacuation to a refuge area or from the building if possible.
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