APPENDIX 1
FIRE
Checklist
In the event of fire:

· Raise the alarm.





(
· Call the Fire Brigade.




(

(Using an exchange telephone even if the premises is fitted with an auto-dial facility)
· Evacuate the fire area.



(
Brief the Fire & Rescue Service.

(
APPENDIX 2

FIRE DRILL
Checklist

	1.
	Ensure key members of staff are informed of the impending fire drill.


	(

	2.
	Ensure the Fire & Rescue Service is informed immediately prior to the fire drill. 

Tel:  01670 621140

	(

	3.
	Block off one exit route.


	(

	4.
	Inform one member of staff that they are to initiate the drill (have a fire alarm test key available).
	(

	5.
	Observe the fire drill.


	(

	6.
	On completion of the drill reset the fire alarm system.


	(

	7.
	Inform the Fire & Rescue Service that the drill is concluded.


	(

	8.
	Carry out a debriefing session.
	(


APPENDIX 3

DEBRIEFING
Checklist
	1.
	Ensure all members of staff rendezvoused at the fire alarm panel.


	(

	2.
	Ensure the fire zone involved was identified.


	(

	3.
	Ensure staff members proceeded to the fire zone first.


	(

	4.
	Ensure the correct technique for testing door is used to ensure safe entry into a room.


	(

	5.
	Ensure the compartment involved is evacuated first.


	(

	6.
	Ensure the concept of progressive horizontal evacuation then vertical evacuation is understood.


	(

	7.
	Ensure staff members know where the residents holding area is.


	(

	8.
	Ensure staff members know the action to take for residents comfort (for example, supplies of blankets etc.)


	(

	9.
	Ensure a roll call was carried out.


	(

	10.
	Discuss what information would be passed to the Fire & Rescue Service.


	(

	11.
	Discuss fire fighting equipment and techniques.


	(


APPENDIX 4

Personal Emergency Evacuation Plans (PEEPS)

Guidance on Writing a Personal Emergency Evacuation Plan (PEEP)

A Personal Emergency Evacuation Plan (PEEP) should be completed using the information in the appropriate checklist below.  Depending on the impairment one of the following forms should be completed:

	Form A 
	Mobility Impairment



	Form B 
	Visual Impairment



	Form C 
	Hearing Impairment




Advice and support for writing the PEEP is available from the Health and Safety Team and/or the Fire Safety Function within Northumberland Fire and Rescue service. 

Given the unique characteristics of buildings, disabled persons who regularly use different buildings may have to have a separate PEEP developed for each building.

If assistance with an escape is required, the extent of such assistance should be identified in the PEEP, giving the number of assistants and the methods to be used.  If additional training is required to undertake these duties the Fire and Rescue Service should be contacted for advice.

Copies of the PEEP should be forwarded to the relevant persons named within it and those with responsibility for ensuring its adequate implementation.  

Personal Emergency Evacuation Plan (PEEP) Checklist

Section 1 - General information

	Name of Person for whom the PEEP has been prepared 
	

	Nature of impairment/disability


	

	Name of building involved 


	

	Areas within the building covered by the PEEP
(see paragraph 1 below)
	

	Times/days covered by this PEEP  (see paragraph 2 below)
	

	Name of Person completing the PEEP
	

	Date of PEEP’s completion

	


NOTES

(1) The PEEP should, acknowledge particular areas of concern.  However, if a number of activities are proposed to take place in different areas from which escape will be made using the same emergency provisions then it may be possible to assess the provisions on one form.  Hearing-impaired persons will normally be able to be assessed using only one form since the provisions are likely to be the same regardless of location.

(2) It is important that the PEEP make clear whether the area to be accessed will be used outside “normal” working hours.  Since it is likely that certain areas of buildings will be inaccessible during these times the PEEP needs to demonstrate that this has been adequately considered.

Please indicate which other buildings the disabled person will be using and whether a PEEP has been completed for them:

	Other Buildings used:
	PEEP Completed?

	
	YES/NO

	
	YES/NO

	
	YES/NO

	
	YES/NO


Form A – Mobility-impaired Persons

	Name of assessed person:
	

	Building to which this PEEP applies:
	

	Areas of the building to be used:
	


	
	Personal Emergency Evacuation Plan Checklists

 
	Yes
	No

	1
	Does the individual use a manual wheelchair?

	
	

	2
	If the individual uses another type of mobility aid, what is it? (insert details)

	
	

	3
	Could the individual transfer to an Evacuation Chair in an emergency with assistance?

	
	

	4
	Could the individual raise the alarm if he/she discovered a fire (operate the call point)?

	
	

	5
	Can the individual open the fire escape door on the floor(s) he/she will be using?

	
	

	6
	Could the individual use a telephone in the area to call the emergency services?

	
	

	7
	How long, approximately, would it take the individual to evacuate from the building unaided?

	
	

	8
	Are the escape routes free from any structural features that will present either a hazard or a barrier to the disabled person using any of the available fire exits?

	
	

	9
	Do any of the escape routes involve escape into an adjoining building allowing horizontal evacuation?

	
	

	10
	Have refuges been provided where necessary?

	
	

	11
	Who will provide any assistance required? (nominate main helpers and any alternatives)

	
	


	Signed (Assessor):


	

	Signed (Building User):


	


Form B – Visually-impaired Persons

	Name of assessed person:
	

	Building to which this PEEP applies:
	

	Areas of the building to be used:
	


	Personal Emergency Evacuation Plan Checklists 



	
	AWARENESS OF EMERGENCY EGRESS PROCEDURES

	 Yes 
	No 

	1
	Could the individual raise the alarm if he/she discovered a fire (operate the call point)?

	
	

	2
	Can the individual open the fire escape door on the floor(s) that he/she will be using?

	
	

	3
	Could the individual use a telephone in the area to call the emergency services?

	
	

	4
	Does the individual require the emergency escape procedure to be in an alternative format (indicate tape, Braille, large print)?

	
	

	5
	How long, approximately, would it take the individual to evacuate from the building unaided?

	                min

	6
	Are the escape routes free from any structural features that will present either a hazard or a barrier to the person using any of the available fire exits?

	
	

	7
	Where applicable, are all escape corridors designed so as to prevent visual confusion?

	
	

	8
	Where applicable, are all escape staircases fitted with adequate colour contrasting nosing and a suitable handrail? 
	
	

	9
	Is the individual aware of any other measures that could be introduced in the building under assessment that could further aid his/her evacuation in case of an emergency?
	
	

	10
	Who will be providing any assistance required?


	11
	Who will provide cover when the usual helper is absent due to sickness, leave etc?.  (insert names)


	Signed (Assessor)

	

	Signed (Building User)

	


Form C – Hearing-impaired Persons

	Name of assessed person:
	

	Building to which this PEEP applies:
	

	Areas of the building to be used:
	


	Personal Emergency Evacuation Plan Checklists 



	
	AWARENESS OF EMERGENCY EGRESS PROCEDURES
	yes
	no

	1
	Could the individual raise the alarm if he/she discovered a fire (operate the call point)?


	
	

	2
	Can the individual open the fire escape door on the floor(s) that he/she will be using?


	
	

	3
	Could the individual use a telephone in the area to call the emergency services?


	
	

	4
	Can the individual hear the fire alarm in normal circumstances?


	
	

	5
	If not, are warning beacons provided?


	
	

	6
	Does the individual require written emergency procedures to be supported by British Sign Language? 


	
	


ASSESSMENT SIGN-OFF:

	Signed (Assessor)

	

	Signed (Building User)

	


Personal Emergency Evacuation Plan (PEEP) for:

	Name


	


Information for Support Staff

Members of staff are informed of a fire emergency requiring evacuation by:

	Existing alarm system


	

	Visual alarm system


	

	Other (please specify)


	


Designated Assistance: 

The following people have been designated to give X assistance to get out of the building in an emergency:

	Name


	Contact details




	Name


	Contact details




	Name


	Contact details




Type of Assistance Required:  
	Detail the specific assistance required for this individual:




Evacuation Procedure: 

	A step by step account beginning from the first alarm is given below:




Safe Route(s):

	The safe route is as follows:




	Signature of Senior Person Completing Assessment: 

Date:

Review date. July 2016  


Example - Personal Emergency Evacuation Plan (PEEP) for:

	Name


	XX (Pupil date of birth 3.5.05)


Information for Support Staff

Members of staff are informed of a fire emergency requiring evacuation by:

	Existing Alarm System


	√

	Visual Alarm System


	

	Other (please specify)


	


Designated Assistance: 

The following people have been designated to give X assistance to get out of the building in an emergency:

	Name:  Mrs A Smith


	Contact details:

XYZ First School




	Name Mrs B Jones


	Contact details

XYZ First School




	Name  Miss C Brown


	Contact details

XYZ First School




Type of Assistance Required:  
	Detail the specific assistance required for this individual:

X will be pushed in his wheelchair by one of the three designated people named above.




Evacuation Procedure: 

	A step by step account beginning from the first alarm is given below:

On hearing the alarm X’s designated worker, Mrs A Smith, will check the route out of his classroom to the main egress point, as indicated on the fire evacuation plan.  She will push X across the yard and car park to the designated fire assembly point.  If Mrs Smith is unavailable then Mrs Jones will automatically assume responsibility for X’s safety.  In the event that both Mrs Smith and Mrs Jones are absent then Miss Brown will assume responsibility for the evacuation. 




Safe Route(s):

	The safe route is as follows:

Exit classroom and turn left towards exit.  Leave the building by the exit.  Walk diagonally across the yard, turn left and walk across the car park towards the school field.  Assemble at the designated point for the class.



	Signature of Senior Person Completing Assessment: 

Date:

Review date. July 2010  
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Fire Extinguisher Type
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Class A Paper or Wood etc
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Class B Flammable Liquids
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Class C Flammable Gas Fires
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Class D Metal Fires
	[image: image19.wmf]
Electrical Fires
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Hot Cooking Oils Fires
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*Preferable to use a CO2    extinguisher
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	A fire blanket can be used on these categories of fires alongside other extinguishing agents
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	Sign / Pictogram
	Classification of fire 
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	Class A Fire: 

This class of fire relates to solid materials that are usually organic in origin and generally produce glowing embers, for example, wood, textiles, curtains, furniture and plastics.
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	Class B Fire:

All flammable liquids and solids, for example liquids that are not miscible with water such as petrol, oils, solvents, paints as well as liquids that are miscible with water, such as alcohol, methanol , acetone, propanol and ethanol. 
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	Class C Fire:

These fires involve natural mains gas, Liquid Petroleum Gases (e.g .LPG, Butane and Propane) as well as medical or industrial gases. 
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	Class D Fire:

These fires involve metals or powdered metals where water would be ineffective or dangerous. 

There are specialist dry powder extinguishers for certain types of fire such as those involving sodium and potassium. 
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	Electrical Fire:

Electrical fires are not given a specific class as electricity is considered to be a source of ignition that can feed the fire. You must isolate the source of the fire in the first instant before you can fight the fire. 



	[image: image13.wmf]
	Class F Fire:

This class of fire is designed to deal with high temperature fires involving those used in large industrial catering kitchens and restaurants. These fires can be difficult to extinguish. 




This is provided to enable you to do a quick check that you have the correct fire extinguisher provided for the most likely source of fire to occur within your workplace
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