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Guidance Note  
PERSONAL EMERGENCY EVACUATION PLANS. 

Introduction 

Workers and other people who are disabled or vulnerable can find it impossible or 
difficult to quickly evacuate from a building to a place of safety in the event of a 
fire or other emergency.  

The Regulatory Reform (Fire Safety) Order (RRO) requires employers to prepare a 
Personal Emergency Evacuation Plan (PEEP) for each of these people (whether a 
worker or a visitor) to protect them from the hazard. For those people who need 
assistance the plan must provide all the necessary information that will enable 
them to quickly get out of a building or to manage their escape to a place of relative 
safety. It must also give managers and others sufficient information to ensure that 
the correct level of assistance is always available.  

The safety of people occupying premises is always paramount. Employers must 
recognise the fact that it is always their responsibility to plan for and manage the 
evacuation of personnel from a building in the event of an emergency. It is never 
the responsibility of the Fire and Rescue Service. 

A PEEP is a plan for escape in exceptional circumstances, in the event of an 
emergency. It has nothing to do with normal daily access and egress.  

Legal Requirements 
To meet the general fire safety duties the Responsible Person is required to make 
a suitable and sufficient assessment of the risks to which ’relevant persons‘ are 
exposed and to take these into account when deciding on general fire precautions. 

For the purpose of the RRO ‘relevant persons’ include any person who is, or may 
be lawfully, on the premises or any person in the immediate vicinity of the 
premises who may be at risk from a fire on the premises; it will therefore include 
clients, visitors, customers, shoppers and the like. ‘Relevant persons’ includes 
people with disabilities and therefore the responsible person must consider their 
requirements when planning to ensure that they can safely leave the building in 
the event of a fire. 

The Responsible Person may delegate their duties to others but will always retain 
responsibility for their actions. They will need to make arrangements to check that 
their instructions have been properly and correctly carried out. 

Gathering information 
Employees and regular service users with disabilities or vulnerabilities must be 
identified by the Responsible Person or their nominated staff. The Responsible 
Person must talk to these people and identify whether they require assistance in 
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the event of an emergency. For new employees this can be done when they take 
up their employment, at their induction; for other employees it will be when their 
disability or vulnerability becomes known. For service users and regular customers 
this will usually be done at registration or check-in. Do not overlook arrangements 
for the casual visitor, client or customer who may not immediately present as being 
disabled and needing assistance in the circumstances described here.  

Use form PEEP-Info, to gather the basic information needed to inform the 
development of each personal plan. The questions asked on this form are based 
on official guidance and are not discriminatory. The best understanding of the 
individual’s requirements will be gained when the form is completed as a joint 
effort by the Responsible Person and the person concerned. Consider completion 
of this form as mandatory for employees and workers. For visitors with disabilities 
the use of this form is advisable. 

Developing the PEEP 
• The development of a PEEP needs to take account of a number of factors:- 
• the information provided in the questionnaire  

• the fire risk at the workplace 

• the unique characteristics of buildings and 

• the general fire and evacuation procedures that apply to other workers. 
 
If the person subject to the PEEP regularly works in different premises or parts of 
premises a separate PEEPs may be required for each of these places of work. 

When developing the plan the following matters may need to be considered; 
• Wheelchairs. If the PEEP is for a wheelchair user working above or below the 

ground floor or a prescribed emergency exit route it will be difficult to 
evacuate them at the same time as other building occupants. Special 
arrangements will need to be made.  

• Lifts. Because of their design and construction most lifts cannot be used in 
an emergency. Some lifts, however, are specifically designed, constructed 
and installed for use in the event of a fire. These are generally referred to as 
a “fireman’s lift” or an “evacuation lift.” They can be used in an emergency 
and provide a suitable means of escape for people with mobility problems 
and wheelchair users. The person responsible for fire safety at the 
workplace will know whether and in what circumstances a lift may be used 
in an evacuation. 

If you are not certain whether a lift is designed and maintained as a “fireman’s lift” 
you may need to consult with the lift manufacturer or your landlord. Do not plan 
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on the assumption that the lift is safe to use in an emergency situation – get 
positive confirmation first. Make sure too, that the Fire Authority is aware of this 
planned use.  

• Refuges. If there is no lift to help with the evacuation it may be possible to 
identify a safe space that will give temporary protection until a main exit 
route is no longer congested or as a place to wait for assistance. The refuge 
will be a fire resisting structure and provide safe access to a final exit route. 
It may be adjacent to or part (if there is sufficient space) of a landing on a 
fire-protected stairway. In most buildings a refuge will give a minimum of 30 
minutes protection. In newer buildings, depending on design and 
construction it could be as much as 2 hours. Do not assume that the higher 
figure applies unless it has been confirmed by someone who is competent 
to know. 

The refuge will allow a staged evacuation of the person with mobility issues. By 
waiting to evacuate, until the main rush of people have left the building, the risk 
of being caught up in the rush is eliminated. 

Any refuge area must be clearly identified, kept clear of all obstruction and be of 
sufficient size to accommodate both the people using it as a refuge and any other 
people passing through on their way out of the building. Refuges should be fitted 
with a suitable means of communicating with the person in control of the 
emergency; initially the on-site controller and subsequently the fire and rescue 
service. This is needed to keep the people in the refuge informed and reassured 
about what is happening and also to alert rescuers to the needs of the disabled 
person.  

Be aware that it is the employer’s responsibility to get the disabled person to a 
place of safety. The Fire and Rescue Service has no duty in this respect but will 
normally assist if they find people under a direct and immediate threat to their 
safety.    

• Safe Routes. The PEEP must set out primary and secondary escape routes 
that the disabled person is expected to use. Managers and supervisors must 
make sure that these routes are as short as possible, are known and that 
they are always unobstructed and available for use. 

 It is especially important to ensure that the disabled person, as well as their 
companions, is able to operate all locks, doors and other devices on the prescribed 
escape routes.  

• Carry-down procedures. Some disabled people who are able to move 
around with relative ease on the level will find it difficult or impossible to 
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negotiate stairs and steps. In this case if a lift is not available to aid escape it 
may be necessary to make arrangements for them to be carried or assisted 
down the stairs from a refuge area. There are a number of options; 
• carrying them down in their own wheel-chair; 

• wheeling them down in their own wheel-chair (bumpy but may be 
suitable over a short distance); 

• carrying them down in a suitable office chair – it must have arms; or 

• using ‘evacuation chairs’ or ‘evacuation mattresses’ which have been 
designed for the purpose. 

 
All have implications for manual handling particularly where wheelchairs and office 
chairs are used. They are not designed for the purpose; they are heavy, they are 
bulky, they don’t have suitable hand-holds and it is always possible that the 
disabled person and their companions will suffer injury through their use. It is for 
these reasons that the use of a proper evacuation chair or mattress is to be 
preferred. If you are intending to purchase an evacuation chair or mattress you are 
advised to consult with suppliers and not to make a purchase without involving the 
PEEP holder and their companion in testing its suitability. You will need to train the 
PEEP holder, their companions and any other colleagues who might be required to 
use it, in the correct safe use of this equipment. 

Where evacuation chairs and mattresses are provided as a contingency measure 
in case of need for an occasional or unexpected disabled visitor it is also essential 
that anybody expected to assist with their evacuation has been trained in the use 
of the equipment. They must be familiar with its use and be able to reassure and 
explain how it is used to any user. Regular refresher training and practice will be 
required.  

• Deaf and Hearing Impaired Persons. Generally, most deaf people working 
alongside hearing colleagues or those with hearing companions will not 
require special equipment, providing they have been made aware of what 
to do in the event of a fire. They will be able to see and understand the 
behaviour of those around them. 

However, people who have lost or have impaired hearing and work on their own 
or make unaccompanied visits may need an alternative method of being alerted to 
an emergency. For example many alarm systems have visual indicators in the form 
of a flashing light, or there are vibrating pager systems that can be used. If 
additional equipment is required then please consult with your occupational 
health advisers, or by visiting http://www.rnid.org.uk. 



Personal Emergency Evacuation Plan Guidance - Page 5 of 6 

 

 

• Blind and Partially Sighted Persons. All partially sighted or blind employees 
and guests should be offered orientation training and, where applicable, this 
must include alternative ways out of the building. If a blind person uses a 
guide dog it is important that the dog is also given ample opportunity to 
learn these routes. Further advice on issues regarding the blind or guide 
dogs is available by visiting http://www.rnib.org.uk. 

Practicing the PEEP 
Where PEEPs are in place it is important to check that they work in practice, that 
they do not put the disabled person at risk and that they do not put others at risk. 
A suitably organised fire drill followed by a review of how the emergency plans 
operated in practice is the best way to do this. 

However, emergency drills can be stressful and threatening for the disabled 
person. In the event of a false alarm it would be sensible to inform the disabled 
person(s), as soon as possible once this becomes known, so that they need not 
continue with or complete the evacuation.   

For the same reason it may be sensible to exclude disabled staff from some, but 
not all, organised fire and emergency drills. These drills are a good opportunity to 
check that the PEEP works in practice and that other staff continue to be aware of 
the special arrangement. 

Information, training and supervision.   
No emergency plan will be effective unless everyone expected to follow it knows 
of its existence and the action expected of them. Employees, supervisors, 
managers and others must therefore be made aware of the plans and their 
responsibilities. For employees this will usually be done as part of their initial 
induction or as part of their induction to a new post or responsibilities. Visitors and 
others, particularly those who will need assistance, should be made aware of your 
arrangements and what they should do when they check-in to the building. 
Depending on the circumstances employees and guests may need practical 
demonstrations of escape routes and arrangements. 

As explained earlier, staff appointed to act as companion (and any deputies) to a 
PEEP holder will need to have the plan and their responsibilities fully explained to 
them. They will also need to be involved in practicing the plan. Make sure there 
are sufficient trained deputies to cover holidays and other absences. 

You will also need to provide more detailed specific training and instruction for Fire 
Wardens and Fire Marshalls; particularly about PEEPs that are in place and any 
special devices supplied to assist evacuation.  
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Maintaining Records 
Use your Fire Risk Management Pack (or a suitable alternative location) to keep 
copies or details of:- 

• every PEEP; 

• details of training about fire and evacuation plans;  

• all fire drills;  

• any specific training, instruction or practices involving a PEEP along with the 
names of those involved. 
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