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(Appendix 2 to be completed first)
This is the additional evacuation procedure and policy for:
 …………………………………..(insert name of employee)
whilst working on the …………….. Floor, Aylesbury Complex

· Car parking space has/has not been provided for Blue Card Holders as BC policy. 

· …………………………………………… (insert name of employee) will check that Evac Chair Operators identified in Appendix 2 are at their workplace  on ……………… Floor, Aylesbury Complex before travelling to floors above ground/mezzanine floors.  Telephones at Reception or the Security Office are available for this use. 

· If no Evac Chair Operators are available, then …………. (insert name of employee)  will use the hot desking facilities on the Ground Floor until trained evacuation chair operators are available. 

· If no trained operators are going to be available for the entire time the individual is due to be at work that day, then ………………………… (insert name of employee) will contact …………………………………… (insert name of manager) to resolve the problem.  In an emergency, the Manager can request assistance from trained evacuation chair operators from higher floors.  When necessary as a last resort, the individual could be asked to work from home if no trained evacuation chair operators are available and hot desking is unavailable on the ground floor.

· …………………………………………… (insert name of manager), where appropriate, will arrange for trained evacuation operators on lower floors to provide assistance during an emergency evacuation,  to take over from the evacuation chair operators assisting ……………………………(insert name of employee) coming down from higher floors.  

· When duties require attending other floors, …………………………………………… (insert name of manager and employee) will check that trained staff are available to assist in an evacuation. 

· …………………………………………… (insert name of manager and employee) will check the arrangements also cover lunchtimes.

· Once clear of the building, ………………………… (insert name of employee) will be taken to the ground floor of the nearest unaffected building where they can be made comfortable rather than being taken to the Assembly Point.  A suitable means of communicating with the Evacuation Officer at the Assembly Point should be established.

· Evacuation Chair Operators who are named in personal emergency evacuation plan (PEEPS) must keep relevant people informed when leaving the floor/building especially at the end of the day.

· This plan should be reviewed at regular intervals or when there is any significant change.

· …………………………… (insert name of employee) has advised that their  maximum walking distance is ………….. metres and they will not be able to self-evacuate down the stairs during an emergency.

· ……………………………… (insert name of employee) has stated that they do not wish to be evacuated using an Evacuation Chair.  Discussion resulted in that ……………………………… (insert name of manager) will resolve this by finding a suitable alternative work location.

· Until such arrangements are in place ………………….… (insert name of employee) must follow the procedures above and in the event of an emergency will need to make use of the Evacuation Chair.

· …………………………………………… (insert name of manager and employee)  have completed this plan.  This is to comply with the Regulatory Reform Fire Safety Order 2005 and BC’s evacuation procedures. 

Employee’s Signature: ………………………………………………………………….

Manager’s Signature: …………………………………………………………………...
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