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1 INTRODUCTION 
The University of Reading welcomes staff and students with a range of disabilities, specific learning 
difficulties and chronic medical conditions. The University’s objective is to provide an environment 
where disabled people are able to safely enjoy all the facilities. 
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4 REQUIREMENTS 
The groups of people who should be considered and are likely to be present in university buildings 
are:  
• University staff 
• University students 
• Residents in Halls of Residence
• Contractors 
• Tenants 
• Visiting members of the public 

4.1 Range of disabilities 

Staff & students who may need assistance in an emergency evacuation should have a PEEP. This 
includes: 

�x Mobility impaired people – including wheelchair users, those who use walking aids such as 
sticks, and those who may be unable to exit via stairs, steps, or narrow corridors. 

�x Mental health issues - who may suffer panic attacks, anxieties etc. 
�x Sensory impaired people – who may not be able to hear audible, or see visual, alarm signals. 
�x Those who may have difficulty reading or understanding signage. 
�x Those people with medical conditions (e.g. asthma, heart disease) which may affect their 

ability to use the stairs, or to move quickly. 
�x Those with broken limbs or on crutches due to a temporary medical problem who may not

be able to use the stairs, or to move quickly. 
�x Women in the later stages of pregnancy. 

4.2 Duties for a PEEP 
The responsibility for the production of a PEEP is as follows: 

�x �Õ�ì�ñ�è���ð�ä�ñ�ä�ê�è�õ�ö are responsible through normal recruitment���ä�ñ�ç���ì�ñ�ç�ø�æ�÷�ì�ò�ñ procedures��for 
identifying a new member of 
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�x The Disability Advisory Service (DAS) is responsible for inviting potential students to
declare a disability during the student recruitment process and identifying those students
who make such a declaration. The disability rep for the schools will ask the student to 
complete the PEEP QUESTIONNAIRE and after completion, if a PEEP is requested,
arrange a meeting with the student and the fire safety advisor.  Should the student decline 
a PEEP this must be declared on the questionnaire which will be held by DAS, disability rep 
and Fire Safety. 

For both staff and students the utmost sensitivity needs to be applied and GDPR guidelines 
followed. 

If the student resides in a Hall of Residence and a PEEP is requested, the responsibility for its 
production rests with the Hall Residence Manager (UPP).  The fire safety measures for Halls are 
identical for the UoR academic buildings, therefore the PEEP will be shared to UoR fire Safety 
advisors and UoR DAS. 

�x Contractors – Where there are contractors working in the building, the person who has 
organised for the contractor to be on site has overall responsibility for their safety in case 
of fire; however, this may often be delegated to a competent person in the department 
they are working for.  The competent person should ensure that steps are taken where
nec
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the receptionist could explain the instructions at check in.  Part of the booking-in 
procedure should also be to include the building GEEP.   

�x Tenants – the responsibility for evacuating disabled persons from tenanted 
accommodation rests with the tenant.  However they may be reliant on facilities provided 
by the University, such as refuges, communications, and evacuation chair. 

4.3 Obtaining information and writing the PEEP 

Any disability information declared by potential students or staff during the recruitment process, 
or the PEEP Questionnaire (see Appendix 1) will form the starting point for collecting information 
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Fig 1 
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5 FURTHER INFORMATION 
For further information please see:  Means of Escape for Disabled People 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data
/file/422202/9446_Means_of_Escape_v2_.pdf or contact Health and Safety Services 

General Emergency Evacuation plans 

General Emergency Evacuation Plan 

6 REVIEW & AUDIT 
A PEEP is to be reviewed yearly, or if the student/staff member condition/ability deteriorates or 
improves.  The PEEP can be amended or removed depending on the circumstances.   

Records will be held by the disability reps for students, and by the line manager���é�ò�õ���ö�÷�ä�é�é.  Fire 
safety team will hold records for staff and students so evidence can be shown to a fire safety 
inspecting officer during an audit that reasonable measures are in place to evacuate everyone 
from a building in the event of a fire.  

7 RECORDS & RETENTION REQUIREMENT 
Records of the PEEP will be held with for staff; H&SS Fire Safety advisors, Line manager.  For 
Students; H&SS Fire Safety advisors, Halls of Residence (UPP) if staying in Halls, Disability Advisory 
Service. 

The PEEP will remain on record until 
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Appendix 1: Disabled Staff Emergency Evacuation 
Questionnaire for & Students 

The University of Reading wants to ensure that all our staff, students, and visitors are able to leave 
our buildings safely in the event of fire or other emergency.  We understand that many disabled 
people will be able to leave unaided; however some may require assistance.  Therefore if you would 
like to have a Personal Emergency Evacuation Plan (PEEP) drawn up for you, please complete the 
questionnaire below. 

If you do not feel comfortable about answering some of the questions and would prefer to develop 
the plan in a meeting with your manager or School Disability Officer, that is acceptable.  However, if 
you do not provide all the information requested then the University may not be able to develop a 
suitable plan for you. 

Once developed you will receive a copy of your plan, which will also be given to those people who 
may be nominated to help you to evacuate or escape. 

The Plan will identify your options for evacuating from those university buildings that you regularly 
work or live in.  You may be asked to participate in a practice to test the plan, but this will not require 
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