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THE UNIVERSITY OF MANCHESTER


PERSONAL EMERGENCY EVACUATION PLANS – preliminary questionnaire for Staff

Why you should fill in the form

Whilst you are a member of staff at the University, we have a legal responsibility to protect you from fire risks and to ensure your health and safety.  In order to do this, your line manager needs to know what assistance you would require during an emergency.

Please take a few minutes to complete this form with your manager.   They will then use the information to obtain any assistance you may need to escape safely from the building(s) you work in.   They may need to obtain specialist advice from fire safety and other professionals to do this.  


	NAME
	

	WORK ADDRESS(ES) 
	

	School / Directorate
	

	Contact Telephone Number
	

	Mobile Telephone
Number
	

	E-mail Address
	

	
	

	Date:
	

	Form completed by:
	1



	
	2



	
	3



	
	

	Nature of Disability
	







	Where are you based for most of the time at the University?

	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	Building
	
	
	
	
	

	Floor
	
	
	
	
	

	Room
Number
	
	
	
	
	

	Time of
Day
	


	
	
	
	

	
If you attend at evenings or at weekends, please give details:

	Awareness of Emergency Evacuation Procedures
	YES
	NO

	Are you aware of the emergency evacuation procedures which
operate in the building(s) in which you work?
	
	

	Do you require written emergency evacuation procedures?
	
	

	Do you require written Emergency Evacuation Procedures to be:
	
	

	Supported by British Sign Language Interpretation?
	
	

	In Braille?
	
	

	On disk?
	
	

	In large print?
	
	

	
If so, please specify what type and size of font you prefer?  






	Signage
	YES
	NO

	Are the signs which mark the emergency exits and the routes to the exits visible to you?
	

	


	If no, in which specific buildings?

a.

b.

c.

	Emergency alarm
	YES
	NO
	DON’T KNOW

	Can you hear the fire alarm(s) provided in the buildings in which you study?
	

	

	


	Could you raise the alarm if you discovered a fire?
	
	
	

	If there are specific problem areas in a building, please give details

	Assistance
	YES
	NO

	Do you need assistance to get out of any buildings in an emergency?
	

	


	Is anyone designated to assist you to get out in an emergency?
	

	


	If so, please give their name
	

	Telephone Number
	

	Are they with you at all times?
	
	

	In an emergency, could you contact the person(s) in charge of evacuating the building(s) in which you study or live and tell them where you were located?
	


	



	Getting Out

	Can you move quickly in the event of an emergency?
	

	

	Are you a wheelchair user?

	
	

	Do you find stairs difficult to use?

	
	

	Are there any doors that you are unable to open alone or without difficulty?
	
	

	Other

	If there is anything else that we need to know that would be relevant in an emergency situation, then please give details




Thank you for completing this questionnaire.  Please now send it to your manager.  The information you have given will help your manager to meet any needs for information or assistance you may have.
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See also Chapter 30: Evacuation of disabled people
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