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Introduction 
 

1.1  It is the policy of NHS Rotherham Clinical Commissioning Group (The CCG) to seek 
to ensure as far as is reasonably practical, that all steps are taken by the CCG to 
prevent and minimise the effects of fire. 

1.2 The CCG acknowledges its responsibility for the safety of people within the 
organisation and wider, if fires occur, for the prevention of fire and the requirement to 
have a written statement of general policy under the statutory requirements of: 

● Regulatory Reform (Fire Safety) Order 2005 

● the Health and Safety at Work Act 1974 

● the Building Act 1984 and Building Regulations 1991 

● Health technical memoranda (HTM 05-01) Managing healthcare fire safety 

1.3 Based on previous fire safety policies and in consultation with the responsible 
person (as described below) and NHS Property Services Ltd, this policy has 
been developed with these regulations in mind. 

1.4 The policy, together with any subsequent revisions, will be brought to the notice 
of all CCG employees. 

 
Due to the Covid-19 pandemic; Government guidelines have stated that 
staff should work from home and only return to site if it is absolutely 
necessary and for the minimum amount of time.  

 

Staff who visit Oak House should adhere to social distancing guidance, use 
the hand sanitiser and sanitising wipes which have been made available 
and wear a face covering when visiting shared areas of the building. 

 
 

2. Statement of Policy 
 

2.1 The CCG recognises its responsibilities to ensure that reasonable precautions 
are taken to provide a safe working environment and that steps are taken to 
prevent or minimise the causes of fire, in compliance with relevant statutes and 
code of practice (as identified above). 

2.2 In pursuance of this aim, the CCG will: 

1. Provide a safe working environment paying attention to fire prevention and 
evacuation procedures. 

2. Ensure that systems are in place and regularly scrutinised to ensure their 
adequacy, i.e. fire evacuation drills, inspections of the means of escape and 
maintenance of fire warning systems and fire fighting equipment. 

3. Provide appropriate information, suitable instruction and training in basic fire 
prevention measures and evaluation procedures, together with mandatory annual 
updating for all employees of the CCG. 

4. Ensure all legally enforceable obligations are complied with, for designated use 
premises, under the Regulatory Reform (Fire Safety) Order 2005. 

5. Ensure Risk Assessment and Fire audits are implemented to comply with statute. 

2.3 The CCG recognises that this Policy Statement is implemented in pursuance of 
this aim. 
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3. Scope   

3.1 This policy applies to all CCG premises and all CCG staff. Some staff may be 
working in other buildings that are not owned by the CCG, the principles of this 
policy will still apply and the same standard of fire safety guarantees must be in 
place as per the Fire Safety Order and implemented by the landlord and/or the 
major employer in that premises. 

 
4 Fire Safety Procedure 
 
 4.1 Chief Officer 
 

Responsibility for Fire Safety rests with the Chief Officer who has nominated the 
Assistant Chief Officer as the person with managerial responsibility. 
The Chief Officer is responsible for: 
 

1. Reviewing the implementation of the Fire Safety Policy by the Assistant Chief 
Officer 

2. Demonstrating commitment to the promotion of fire safety within the CCG. 

3. Ensuring sufficient resources are allocated to implement the Fire Safety Policy 
and Procedures. 

4. Ensuring that mandatory training for all employees is provided and that adequate 
resources are available to meet those training needs. 

 
 4.2 Assistant Chief Officer 

 
The Assistant Chief Officer is the Responsible Person as defined by the Regulatory 
Reform (Fire Safety) Order 2005 and is responsible for the implementation of the Fire 
Safety Policy, and for the following: 

1. Advising the Audit, Quality and Assurance Group (AQUA) on future safety 
matters and identifying necessary resources to provide safe systems in line with 
the Health and Safety at Work Act 1974 and the Regulatory Reform (Fire Safety) 
Order 2005. 

2. Ensure implementation of the Fire Code requirements. 

3. Ensuring provision of Competent Person advice (Fire). 

4. Ensure the production of an annual report on fire safety to the AQUA group (to 
include progress against programmed spend, actual fires, training etc.). 

5. To ensure that agreed programmes of investment in fire precautions are properly 
accounted for in the CCG’s annual Business Plan. 

6. To ensure that all managers and staff participate regularly in fire safety training 
and fire drills. 

7. To ensure any concerns around fire safety are escalated to the landlord and 
reflected in the CCG's risk register. 

 
4.3 Competent Person 

 
The Assistant Chief Officer is also the competent person for fire as defined by the 
Regulatory Reform (Fire Safety) Order 2005.  The Competent Person is responsible for 
facilitating the delivery of the fire safety policy and for the following: 

1. Advising Management on Fire Code and changes in legislation, in relation to the 
fire safety management. 

2. Advise of responsibilities in respect of designated premises and maintaining the 
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necessary provisions of the RRO. 

3. Carrying out fire safety audits and preparing reports, at least annually. 

4. Carrying out assessments of fire risk and preparing reports, recommending 
actions in respect of fire safety improvements. 

5. Reporting, within 48 hours, details of all outbreaks of fire to which the Fire 
Brigade is called, to NHS Property Services and the Responsible Person 

6. Preparing content, delivery and evaluation of staff training. 

7. Ensure regular fire drills are carried out, attending when required, monitors the 
outcomes, recommends remedial action where necessary and arranges records 
of training and drills, to be kept centrally at each workplace. 

8. Keeping records of all actual fire incidents and investigating fires in suspicious 
circumstances in conjunction with police, fire services, Landlord and other 
organisations within the building. Providing reports. 

9. Ensure effective communication, liaison, and assurance (see section 4) with 
landlord and other organisations within the premises for fire safety, and facilitate 
the implementation of the fire action plan for Oak House (attached as appendix 
A) in conjunction with other organisations. 

 
4.4 Line Managers 
 
Staff in supervisory roles will ensure the effective day to day application of this policy, 
within their areas of responsibility.  The will make arrangements: 

1. for the co-ordination of staff in a fire emergency 

2. in conjunction with the competent person and other organisations within the 
building develop local fire emergency procedures, ensuring staff are familiar with 
fire procedures specific to their work area. 

3. to ensure the day to day maintenance of fire safety within their area of control 
and that fire hazards are eliminated should they occur. 

4. Liaising with the Competent Person and landlord, on any changes within the 
workplace affecting fire safety to ensure compliance with this policy and 
associated legislation. 

5. to ensure that members of staff receive initial information on Fire Safety and 
evacuation procedures specific to their work area, immediately following 
appointment, and are made aware of the procedures for reporting fire hazards to 
management. 

6. to ensuring that staff take part in fire drills, no less than once a year. 

7. to ensuring Personal Emergency Evacuation Plans (PEEPs) (attached as 
appendix B) are developed where required. 

 
4.5 Fire Wardens 
 
The fire wardens in conjunction with the responsible and competent persons have the 
responsibility for the co-ordination of fire safety within the premises. Duties will include: 

1. In the event of an emergency, to take charge until the Brigade arrives and act as 
a focus for liaison purposes thereafter. 

2. Ensure regular checks of systems and equipment are carried out 

 
4.6 Responsibilities of all Staff 
 
All staff must: 
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1. adhere to the NHS Rotherham Clinical Commissioning Group Fire Safety Policy. 

2. notify their immediate Manager of even small, rapidly extinguished fires; 

3. participate in fire safety training and drills; 

4. be aware of their responsibilities to others (including visitors) and involve them (if 
appropriate) in the fire safety process. 

 
 4.7 Interdependencies 

 
Due to the re-organisation of the NHS, certain interdependencies have developed in 
relation to the premises which will impact of fire safety for the organisation.   The 
interdependencies are described in the table below.  Interdependencies exist due to the 
size of the building and the evolution of the NHS to its current point.  The organisation 
will gain assurance on the management of these interdependencies to ensure the 
effectiveness of fire safety. 
 

1. Landlord 

 The landlord is NHS Property Services Ltd, and is responsible for the 
Management of Fire and other systems on behalf of all tenants within the 
building, these systems include: 

• Fire Fighting Equipment 

• Fire Warning system 

• Emergency lighting 

• Fire Safety Signs and Notices 

• Cleaning and other contractors 

 

2. Other NHS organisations 

 There are other NHS organisations who are tenants within the building who 
impact on fire safety arrangements these other organisations include: 

• NHS England & NHS Improvement 

• NHS Property Services Ltd 

• NHS Rotherham Clinical Commissioning Group 

• The Rotherham Foundation Trust 

• Public Health England 

• 360 Assurance 

• The Deanery 

• EMIAS 

 

3. Table of interdependencies 

 

Interdependency Organisation Managing 
interdependency 

Organisations sharing 
interdependence 

Issues/comments 

Fire Fighting Equipment 
 

NHS Property Services 
(Landlord) 

All tenants  

Fire Warning system NHS Property Services 
(Landlord) 

All tenants  

Emergency lighting NHS Property Services All tenants  
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 (Landlord) 

Fire Safety Signs and 
Notices 

NHS Property Services 
(Landlord) 

All tenants  

Cleaning and other 
contractors 

NHS Property Services 
(Landlord) 

All tenants  

Assembly Point NHS Property Services 
(Landlord) 

All tenants  

Fire Wardens None All tenants  

 
 
 
5 Monitoring and Review 

The policy will be reviewed every three years, and in accordance with the following, on an as 
and when required basis:  
 

 Legislative changes  

 Good practice guidelines  

 Case Law  

 Significant incidents reported  

 New vulnerabilities identified  

 Changes to organisational infrastructure  

 Changes in practice  
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Appendix A 
 

 

 

 

 

 

 

 

 

 

  

 

 

 

                      

                      

                      

                  

 

FIRE 
ALARM 

ACTIVATES 

 

 

RESPONSE 
 Immediately evacuate area 

using nearest/safest escape 
route 

 Close all fire doors 
 A Representative from each 

organisation to meet with a 
NHS PS representative at the 
front door. 

 Identify area fire alarm has 
been activated. 

 Await confirmation from Fire 
Wardens of all areas clear.  

 
 

 ACTIONS 

 Activate nearest 
manual call point 

 Call fire service 
giving full address & 
exact location of fire 

 Only tackle the fire if 
it is safe to do so and 
you are confident. 

 

ASSEMBLY AREAS 

 Staff  -  Left hand side of car park in front of building 

 Visitors - Left hand top side of car park  

USEFUL NUMBERS 

 Fire Brigade: (9)999 

 NHSPS Help Desk – (9) 0191 337 
1593 

 Custodian (Alarm Receiving 
Centre) – (9)0844 879 1706 

 NHSPS OOH Only – 0300 303 8590 
 

 

INCIDENTS OUTSIDE OF NORMAL 
WORKING HOURS (OOH) 
 (Normal working hours for Oak House 
are Monday-Friday: 8 am-5pm) 
Any service that work outside 
normal working hours must 
follow the procedure below: 

 Contact the Fire Service and 
NHS PS OOH 

 Meet the Fire Service when 
they arrive. 

 Direct the Fire Service to the 
fire panel situated in front of 
the reception desk.  

 Assist the Fire Service as 
required 

 Inform NHS PS of the incident 
 
 

FALSE ALARMS 
In the event of a confirmed false alarm 
where the fire alarm has been activated 
accidentally or maliciously, a phone call 
can be made direct to the Fire Service 
informing them of the circumstances.  
All staff & visitors must still evacuate the 
building & wait for further instruction. 
 
 

WHAT TO DO AFTER AN ACTIVATION 

 Ensure building is secure  

 Inform NHSPS 
julie.birch@property.nhs.uk and 
alex.littler@property.nhs.uk 

DISABLED STAFF & VISITORS, PEEPS 
When visitors are invited to attend 
Oak House the host service must 
ensure that appropriate 
arrangements are in place and 
reception is informed prior to the 
visit.  
An individual PEEP assessment must 
be carried out for each staff member 
who uses the site with a known 
disability 
 
 

ACTIONS 

 Wait for Fire Service 

 Assist Fire Service as 
required 

 Await Further 
Instructions  

 

FALSE ALARM 

 

 

DISCOVER 
FIRE 

 

 

RESPONSE 

 Call fire service/Custodian to 
inform of false alarm 

 NHSPS to Silence Alarm 

 Contact NHSPS Helpdesk to 
report fire alarm system 
requires re-setting 

 

 

No re-entry to the 
building is permitted 

until the Fire Service or 
Coordinator gives the 
instruction to do so. 

 

 

RESPONSE 

 Immediately evacuate 
building/area using 
nearest and safest 
escape route 

 Close all fire doors 

 A Representative from 
each organisation to 
meet with a NHS PS 
representative at the 
front door. 

 
 

FIRE DISCOVERED 

 Contact Fire 
Service  

 

 

Fire Action Procedure for NHS Rotherham CCG for Oak House 

(During normal office hours) 

mailto:julie.birch@property.nhs.uk
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Appendix B 

 

Personal Emergency Evacuation Plan 

 

 

 
Employee Form 

Emergency Access Questionnaire for Disabled Staff/Students 
 

1. Introduction 
This questionnaire is intended to be completed by disable persons to aid in the development of a 
Personal Emergency Evacuation Plan (PEEP).  If you do not feel comfortable in answering any of the 
questions and only want to use the form as a pro forma for developing the plan in a meeting with your 
Line Manager then that is acceptable.  However, if you do not provide information which is necessary 
then it becomes difficult to develop a suitable plan. 
 
Once developed, the Plan will become the intended means of escape in the event of an emergency 
(including drills).  If you or your Line Manager consider there to be significant issues raised by this 
process that will require attention please contact the Health and Safety Advisor for assistance in finding 
suitable solutions. 
 

1.1 Why you should fill in the form 
NHS Rotherham Clinical Commissioning Group (RCCG) has a legal responsibility to protect you from fire 
risks and ensure your health and safety at work.  To do this properly we need to know 

 If you require information about our emergency access procedures, and 

 If you need assistance during an emergency. 
 
It shouldn’t take you more than a few minutes to complete the form. 
 
1.2 What will happen when you have completed the form? 
You will be provided with any additional information necessary about the emergency procedures in the 
building(s) in which you work.  If you need assistance, the PEEP will specify what type of assistance you 
need.  It will then be up to the department to provide assistance.  
 

 
2. QUESTIONNAIRE 
 
Name: 
Job Title: 
Department: 
Brief Description of Duties: 
 
 
2.1 Location 
2.1.1 Where are you based for most of the time? 
 Please name the building, the floor. 
 
 
 
2.1.2 Do you routinely use more than one location in this building? 
 Yes  No 
 If Yes please provide further details below 
 
 
 
2.1.3 Do you routinely use other buildings? 
 Yes  No 
 If Yes please provide further details below: 
 
 
2.2 AWARENESS OF EMERGENCY ACCESS PROCEDURES 
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2.2.1 Are you aware of the emergency access procedures which operate in the building(s) in 
which you work? 

 Yes  No  
 
2.2.2 Do you require written emergency access procedures? 
 Yes  No  
 
2.2.3 Do you require the emergency access procedures to be in Braille? 
 Yes  No  
 
2.2.4 Do you require the emergency access procedures to be on tape? 
 Yes  No  
 
2.2.5 Do you require the emergency access procedures to be in large print? 
 Yes  No  
 
2.2.6 Are the signs which indicate emergency routes and exits clear enough? 
 Yes  No  
 
2.3 EMERGENCY ALARM 
 
2.3.1 Can you hear the fire alarm(s) in your place of work? 
 Yes  No  Don’t know  
 
2.3.2 Could you raise the alarm if you discovered a fire? 
 Yes  No  Don’t know  
 
2.3.3 Do you need assistance to get out of your place of work in an emergency? 
 Yes  No  Don’t know  
 
2.3.4 Is anyone designated to assist you to get out in an emergency? 
 Yes  No  Don’t know  
If NO please go to section 2.3.7 
 
2.3.5 Is the arrangement with your assistant(s) a formal arrangement?  (A formal arrangement is 

an agreed arrangement with the delegated helpers, yourself and line manager.) 
 Yes  No  Don’t know  
 
2.3.6 Are you always in easy contact with those designated to help you? 
 Yes  No  Don’t know  
 
2.3.7 In an emergency, could you contact the person(s) in charge of evacuating the building(s) 

in which you work and tell them where you are located? 
 Yes  No  Don’t know  
 
2.4 GETTING OUT 
2.4.1 Can you move quickly in the event of an emergency? 
 Yes  No  Don’t know  
 
2.4.2 Do you find stairs difficult to use? 
 Yes  No  Don’t know  
 
2.4.3 Are you a wheelchair user? 
 Yes  No  
 
 
Thank you for completing this questionnaire.  The information you have given us will help us to meet any 
needs for information or assistance you may have.  Please return the completed form to 
___________________ 
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PERSONAL EMERGENCY EVACUATION PLAN (PEEP) 
 

MANAGEMENT FORM 
 

AGREED PROCEDURES 
 

Employee Name: _____________________________ 
 
Department:  _____________________________ 
 
Building:  _____________________________ 
 
Floor:   _____________________________ 
 
 
AWARENESS OF THE NEED TO EVACUATE 
 
He/she is informed of an emergency requiring evacuation by: 
 
Building fire alarm system 
 
Visual alarm system 
 
Other (please specify)    __________ 
 
ACCESS PROCEDURE: 
A step by step account beginning from the first alarm 
 

 Safe Routes to an identified refuge or final exit: 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 

 

 Communication link with assistance: 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 

 

 Methods of assistance (e.g. transfer procedures, methods of guidance, etc) 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 

 
DESIGNATED ASSISTANCE: 
 
The following people have been designated to give me assistance to get out of the building in 
an emergency). 
 
1. Name:   _____________________________________________ 
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Contact details: _____________________________________________ 
 
2. Name:   _____________________________________________ 
 
 Contact details: _____________________________________________ 
 
3. Name:   _____________________________________________ 
 
 Contact details: _____________________________________________ 
 
EQUIPMENT PROVIDED: 
 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
________________________________________ 
 
 
Appropriate training has been completed and refresher training agreed: 
 Yes  No if no please comment: 
 
 
 
 
 
Both parties are agreed that satisfactory arrangements are in place to ensure a safe 
evacuation in the event of an emergency. 
 
 
Managers Signature:     Date: 
 
Employees Signature:     Date: 
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Guidance on the Safe Evacuation of Persons Who May Require Assistance 

 
1. Introduction 
This guidance note has been prepared to provide advice and guidance for the safe evacuation 
in the event of an emergency, for staff and others who for whatever reason will require 
assistance to leave the building. 
 
It is essential that special needs of any employee, student or visitor to RCCG premises be taken 
into account when planning fire safety arrangements and evacuation procedures.  However, an 
appropriate method of evacuation can only be arrived at after discussion with the individual and 
due consideration of their needs. 
 
2. Definitions 
2.1 Protected Escape Route 

A protected escape route may consist of a corridor or stair enclosure which, once entered, will 
lead directly to a place of safety via an emergency exit. 
 
The escape route is separated from the rest of a building by fire-resisting construction, providing 
a minimum fire resistance of 60 minutes.  Access to the escape routes is by ‘Fire Doors’ which 
provide a minimum fire resistance of 30 minutes. These doors are fitted with self-closing devices 
capable of closing the doors from all angles of swing. 
 
Once inside a protected escape route, you are deemed to be in a place of safety. 
 
In order to maintain a satisfactory standard consideration must be given to the following: 

 No combustible material should be stored or sited within protected stair enclosure.  
(Open notice boards paper/cardboard stored below stairs etc.); 

 Stairways and corridors to be kept free from obstruction; 

 A programme of inspection to ensure that all fire doors function properly and that any 
defects are immediately identified and repaired. 

 
2.2 Refuges 

A refuge is an area normally sited within an enclosure such as a protected lobby, protected 
corridor or protected stairway, which provides a temporary safe area for people who will not be 
able to use stairways without assistance. 
 
The refuge normally needs to be big enough to allow wheelchair use and to allow the user to 
manoeuvre into the wheelchair space without undue difficulty. 
 
A means of communication must be provided so that the person requiring assistance can make 
contact with those people who have been designated to provide assistance.  This could be by 
fixed telephone at the refuge point, mobile phone, or two way radio link. 
 
It is essential that the location of any wheelchair spaces within a corridor or stair enclosure does 
not adversely affect the means of escape for other people by narrowing the escape route 
width. 
 
In circumstances where the refuge area identified for a wheelchair user may restrict the free 
passage of others trying to evacuate the building, the area may still be suitable for use as a 
refuge providing that the wheelchair is manoeuvred into position after other persons have left 
that part of the building. 
 
2.3 Evacuation Chairs (EVAC chairs) 
Evacuation chairs are specially designed chairs for the evacuation of a person down a stair 
enclosure in a controlled and safe manner. 
 
Whilst they are primarily for the use of wheelchair users, they can also be of assistance to those 
with impaired mobility, chronic asthmatic conditions etc. 
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They must only be operated by person(s) trained in their use. 
2.4 Buddy System 

The ‘Buddy System’ is a procedure whereby a friend, colleague or staff member is allocated the 
responsibility of ensuring that the person, who may require assistance, is alerted of the need to 
evacuate a building and may assist that person in the evacuation. 
 
Normally the person allocated this responsibility will be employed within the vicinity or work area 
of the person requiring assistance. 
 
In order to maintain the continuity of the evacuation procedures, persons should be nominated 
to deputise for those allocated the responsibility in their absence. 
 
2.5 Evacuation Procedures 

 A procedure whereby all members of staff, and members of the public will be informed, 
by appropriate means, of the need for safety arrangements which should be in place for 
persons who may require assistance to evacuate the building. 

 Appropriate means of communication can include the arrangements being given in the 
fire safety policy and notices being displayed within a building. 

 A procedure where an appropriate nominated person, will engage in dialogue with the 
person concerned and agree a procedure for their safe evacuation. 

 Where agreement cannot be reached, external advice and information should be sought 
from the Fire Safety Advisor. 

 
Implement and incorporate agreed measures into the premises fire evacuation procedures and 
update fire action plans; 

 Identify the need for and arrange the provision of any necessary equipment; 

 Arrange regular staff training in the procedures and use of equipment; 

 Continue to assess and review evacuation procedures in premises under their control to 
which disabled persons have access. 

 
The Fire Safety Officer or Health and Safety Advisor is available to assist when required. 
 
2.6 Actions by Persons Requiring Assistance 

It is expected that, on entering the building for the first time, a person who for any reason will 
require assistance: 

 Should familiarise themselves with the established procedures of the building.  Fire 
action notices detailing this procedure are sited throughout the floor; 

 Contact a member of staff to arrange for the appropriate nominated person to discuss an 
agreed fire evacuation plan; 

 Co-operate with the agreed managerial procedures for safe evacuation in the event of 
fire. 

 
3. Fire Evacuation Procedures – General Guidance 
3.1 Provision of Accommodation 
RCCG may have to take account of the special needs of persons who may experience 
difficulties evacuating the workplace (particularly in an emergency). 
 
Where persons, who may require assistance who are employed within premises, consideration 
should be given to allocating accommodation, if this is reasonably practical, at ground floor 
level, as this will help make evacuation easier to achieve by avoiding the need to use stairs or 
lifts. 
 
At this level, these persons would be able to evacuate the premise, with limited assistance, 
using the nearest available fire exit.  If they have to move at a slower pace they should allow 
other persons to exit the building before them and then continue their evacuation to a place of 
safety. 
 
3.2 Upper Floors – Evacuation Procedures 
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The means of escape from the premises is based on the principle that members of staff, 
students and visitors can reach a protected enclosure within a defined travel distance and within 
2½ - 3 minutes, from where they can proceed to the final exit in safety. 
 
Whilst the majority of persons with special need can achieve this independently, a member of 
staff should escort those persons who may require assistance to a refuge.  Once all able-bodied 
persons have evacuated the building, the person requiring assistance can be evacuated in a 
controlled and safe manner. 
 
People requiring assistance can be evacuated from a refuge in a number of ways: 

 Walk out themselves with limited assistance; 

 Walk out with greater assistance (two or more members of staff assisting); 

 In a wheelchair with limited assistance; 

 With the assistance of specialised equipment (evacuation chair). 
 
3.3 Factors governing which method to use 
 

Deciding on which method to use may depend on the following: 

 The height of the building (the number of floors a person may require to be evacuated 
will decide if specialised equipment is required); 

 The availability of staff (those who are suitably trained in the use of specialised 
equipment);  

 Size and suitability of the stairs (does the stair width or design inhibit safe rescue?) 
 
There may be occasions when the Fire Service will be in attendance and they may assist in the 
evacuation of persons with special needs.  However, when producing a fire evacuation 
procedure the use of Fire Service personnel should not be relied upon. 
 
3.4 Use of Lifts 
 

The use of a normal passenger or goods lift for evacuation purposes should not be permitted, 
as it is possible that persons may become trapped within the lift itself.  The only type of lift, 
which can be used for evacuation purposes, is a fire-fighting lift or an evacuation lift designed 
and installed in compliance with the relevant British Standards.  There are no fire fighting or 
evacuation lifts in Oak House. 
 
3.5 Points for Consideration 

3.5.1 Evacuation Procedures – Assisting people with impaired mobility 
 

In drawing up an evacuation plan, consideration should be given to the needs of persons with 
impaired mobility.  If people use a wheelchair, or can only move about with the use of walking 
aids, their disability is obvious.  However, disabilities can sometimes be less obvious than this 
and staff should be vigilant in an emergency, so that help can be given to those members of the 
public who need it most, including the very young and the elderly. 
 
With a number of individuals, their impaired mobility may only be temporary.  Members of staff in 
the advanced stages of pregnancy or with broken limbs will only be temporarily affected, but 
consideration must be given to their special needs in your emergency plan. 
 
Persons with walking aids and impaired mobility 
 

 Introduce the ‘Buddy System’ where a friend, colleague or member of staff will 
accompany the person to a protected enclosure; 

 Be prepared to allow able bodied persons to evacuate the premises first; 

 Be prepared to travel at a rate that is comfortable to the person with impaired mobility; 

 Assess the need for specialised equipment. 
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Wheelchair Users 

 Fire exits which are wheelchair accessible should have clear signage so that they are 
easily identifiable by the wheelchair user. 

 Identify locations for wheelchair refuges and means of communication; 

 Identify if a wheelchair user can reach the refuge unaided.  If not consider the 
introduction of the ‘Buddy System’; 

 Identify the best method of evacuation or if there is a need for the provision of 
specialised equipment; 

 As wheelchair users are experienced in transferring from the wheelchair to other forms 
of seating, they should be allowed to determine the method for transferring from the 
wheelchair to the specialised equipment. 

 
3.5.2 Evacuation Procedures – Assisting people with impaired vision 
 

Points for consideration 

 Fire Safety Signs – People with impaired vision or colour perception may experience 
difficulty in seeing or recognising fire safety signs.  Fire safety signs should be 
sufficiently large and well designed with a good, clear typeface and sited so that they 
can be seen easily and are readily distinguishable. 

 Familiar with escape routes – Staff/students with impaired vision should be 
familiarised with escape routes, especially those that are not in general use. 

 Evacuation of a Premise – In an evacuation of a building, a sighted person should lead 
those members of staff with impaired vision to safety.  It is recommended that a sighted 
person should lead, inviting the other person to grasp their elbow, as this will enable the 
person being assisted to walk half a step behind and thereby gain information about 
doors and steps etc.  Similar assistance should be offered to guide dog owners, with the 
owner retaining control of their dog. 

 A normally sighted person should remain with staff with impaired vision until the 
emergency is over. 

 
Good lighting and the use of simple colour contrasts can also help visually impaired people find 
their way around.  Advice about this can be obtained from the Royal National Institute for the 
Blind. 
 
3.5.3 Evacuation procedures – Assisting people with impaired hearing 
 

Whilst it is recognised that persons with impaired hearing will be able to make their way to a 
place of safety independently, difficulties may be encountered in identifying the fire alarm.  
Consideration should be given to the following: 

 Is the person a lone worker (identifying the need for specialised equipment, i.e. flashing 
lights inter-linked to the fire alarm)? 

 Is it possible for a colleague or other member of staff to ensure that the person with 
impaired hearing has been alerted? 

 
Further advice can be obtained from the Royal National Institute for Deaf People. 
 
Note: Where it is known that, for whatever reason, a person has not evacuated a 
building, this information must be passed to the fire service on their arrival. 
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Appendix C 
 

Equality Impact Assessment  

 

Title of policy or service: Fire Safety Policy 

Name and role of officer/s completing  

the assessment: 

Ian Plummer- Health and Safety Manager 

 

Date of assessment: 12/10/2020 

Type of EIA completed:        Initial EIA ‘Screening’  ☒   or    ‘Full’ EIA process  ☐            (select one option -  

see page 4 for guidance) 

 

1. Outline 

Give a brief summary of your 

policy or service 

 Aims 

 Objectives 

 Links to other policies, 
including partners, 
national or regional 

To ensure there is a legislatively complaint fire management system in place in line with the 

requirements of the Fire Safety Legislation. 

 

Identifying impact: 
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 Positive Impact:  will actively promote or improve equality of opportunity; 

 Neutral Impact:   where there are no notable consequences for any group; 

 Negative Impact: negative or adverse impact causes disadvantage or exclusion. If such an impact is identified, the EIA should ensure, that as far 
as possible, it is either justified, eliminated, minimised or counter balanced by other measures. This may result in a ‘full’ EIA process. 

2. Gathering of Information  

This is the core of the analysis; what information do you have that might impact on protected groups, with consideration of the General Equality Duty.  

  

 

 

(Please complete 

each area) 

What key impact have you identified? For impact identified (either positive and 

or negative) give details below:  

 

Positive 

Impact  

 

Neutral 

impact 

 

Negative 

impact 

How does this impact  

and what action, if any, do you need 

to take to address these issues? 

What difference  

will this make? 

Human rights ☐ ☒ ☐   

Age ☐ ☒ ☐   

Carers ☐ ☒ ☐   

Disability ☒ ☐ ☐  Personal Emergency Evacuation 

Plan (PEEP) included in the policy 

Sex ☐ ☒ ☐   
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IMPORTANT NOTE:  If any of the above results in ‘negative’ impact, a ‘full’ EIA which covers a more in depth analysis on areas/groups impacted must be 

considered and may need to be carried out.  

Having detailed the actions you need to take please transfer them to onto the action plan below. 

 

 

Race ☐ ☒ ☐   

Religion or belief ☐ ☒ ☐   

Sexual orientation ☐ ☒ ☐   

Gender 

reassignment 

☐ ☒ ☐   

Pregnancy and 

maternity 

☐ ☒ ☐   

Marriage and civil 

partnership (only 

eliminating 

discrimination) 

☐ ☒ ☐   

Other relevant 

groups 

☐ ☒ ☐   

HR Policies only: 

Part or Fixed term 

staff  

☐ ☒ ☐   
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3. Action plan 

Issues/impact identified Actions required 
How will you measure 

impact/progress 
Timescale 

Officer 

responsible 

 

 

    

 

 

    

 

4. Monitoring, Review and Publication 

When will the proposal 

be reviewed and by 

whom? 

Lead / Reviewing  

Officer: 
 Date of next Review:  

 

Once completed, this form must be emailed to Alison Hague, Corporate Services Manager for sign off: alisonhague@nhs.net  

 

 

 

Signature: 
 

 

mailto:alisonhague@nhs.net

