                                                                                                                                 

ROTHERHAM METROPOLITAN BOROUGH COUNCIL
PERSONAL EMERGENCY EVACUATION PLAN (PEEP)
Please note - A PEEP should consider all buildings/areas the individual commonly works in, visits or uses and therefore it may be necessary to complete a separate PEEP for each area.  
	PEEP for:


	

	Contact Details:
	

	Building/area PEEP applicable to:


	


Impact of disability on emergency evacuation

	How may the individual’s disability (e.g. mobility, hearing, sight, communication etc) impact on their safe evacuation? 

	


Awareness

	How will the individual be made aware of the need to evacuate the building?

	


Assistance

	Identify those people who will provide assistance and the nature of the assistance.

· You should identify both the primary assistant and those who will provide back up cover during absence e.g. holiday, sickness etc.  
· An adequate number will be required to ensure assistance is available at all times.

	Name


	Nature of assistance
	Contact details




Equipment

	What equipment will be provided to assist with the evacuation and who is responsible for maintaining this?

	


Procedure

	Detail the evacuation procedure including safe routes to be taken, beginning from when the alarm first sounds 

	


	Relevant party
	Name
	Signature
	Date

	PEEP owner (the individual):


	
	
	

	PEEP assessor:


	
	
	

	Assistants:

	
	
	


	Distribution list:
	













Appendix 1
GUIDANCE ON COMPLETING A PERSONAL EMERGENCY EVACUATION PLAN (PEEP)
When is a PEEP required?

A PEEP should be completed whenever an individual has a disability that would affect their safe evacuation in the event of an emergency. This would include short-term injuries that would affect a person’s ability to self-evacuate. Its purpose is to provide a detailed, step-by-step and comprehensive plan that documents the procedures and equipment in place for ensuring that person is able to safely evacuate a building if needed.

The PEEP should consider all buildings/areas the individual commonly works, visits or uses and therefore it may be necessary to complete a separate PEEP for each area.  
What should be documented?
The PEEP form provides the main headings needing to be considered.  Guidance on what to incorporate under these headings, as well as the various methods of evacuation, is included in the Fire Guidance found on the DCLG website. 
http://www.communities.gov.uk/publications/fire/firesafetyassessmentmeans
 However, additional questions that may require further consideration include, for example:

· Whether the means of raising the alarm is consistent with individual needs e.g. can they hear the alarm?

· Is the individual aware how to, and are they able to, raise the alarm?
· Is there adequate cover if an assistant is out of office and how this will be co-ordinated?

· Is the assistant physically able to provide the support e.g. to transfer from wheelchair to evacuation chair?

· Have they received any necessary training?

· Are evacuation chairs provided on alternative escape routes?

· Is additional signage needed e.g. of refuge areas?

· Is signage adequate when considering the individual’s needs?

· Can escape route doors be easily opened?
How should the form be completed?

The PEEP form should be completed by a manager/supervisor in co-ordination with the individual it relates to. However, before finalising/signing it off, all involved parties, including those providing assistance, fire marshals and the building manager should be given the opportunity to comment. The building manager will also need to be informed in order that the fire risk assessment can be amended if necessary. Further information and guidance can be given by contacting the Emergency and Safety Team.

Information, instruction and training needs

As well as the need to provide information and instruction on escape routes and procedures etc, further practical training may also be required for example in the use of any equipment provided e.g. evacuation chairs, communication devices etc. These training and refresher training requirements should form part of the PEEP.

The PEEP should be signed by and distributed to all involved parties following completion to show that it has been received and that individual responsibilities are understood.  

The PEEP should form part of the overall Fire evacuation plan and should therefore be incorporated into any fire drills that are undertaken. Any issues identified following a fire drill should be fed back to the relevant parties e.g. the premises manager and building manager. 
Reviewing the PEEP

This PEEP should be reviewed as and when all other aspects of fire evacuation arrangements are reviewed but also when:

· The PEEP is believed to be no longer valid e.g. following a poorly executed fire drill

· There are any concerns (the individual, assistant, fire marshal, fire officer etc)

· There are changes in the individual’s health etc

· Annually
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