Personal Emergency Evacuation Plan (PEEP)

Complete one form per Campus 
Sections 1 – 4 to be completed by the Named Department / Faculty representative. Prior to completion, please contact your local Safety Personnel for assistance in determining whether contribution or support for developing the personal emergency plan is required, e.g., from Occupational Health (staff), Disability Advisory Service (students), EDIC (staff), Fire Safety team.
1. Contact Details
	Name of PEEP holder:
	Click or tap here to enter text.
	PEEP holder mobile:
	Click or tap here to enter text.
	Status:
	Staff ☐      PG Student ☐
UG Student ☐     Visitor ☐

	Faculty / Department:
	Click or tap here to enter text.
	Name of Line Manager/ Departmental representative/ Visitor’s host: (delete as appropriate)
	Click or tap here to enter text.

1. Location(s)
This refers to the locations the PEEP holder could use. Use one row for each building and each floor. 
Campus this PEEP relates to:   South Kensington
	Building(s)
	Floor(s)
	Room(s)

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.

Personal Circumstances
This section is to be completed following an initial conversation between the PEEP holder and the person supporting the completion of the form.
	Aspects to evaluate
	Information collated

	Have you received fire safety information about the building(s) you plan to work/study at or visit? 
	Yes ☐  No ☐
(If no, this will be provided on (include date))

	Do you know where to go / what to do in case of a fire?
	Click or tap here to enter text.
	Reason for requiring support during building emergency evacuation e.g. mobility/hearing issues, neurodiversity, mental health. Please elaborate on your specific needs so the reviewer can assess the nature of the support required.
	Click or tap here to enter text.
	Is the need for the use of equipment or devices such as evacuation chair, oxygen tank, buddy, etc. anticipated? If yes, please elaborate so the reviewer can assess the nature of the support required.
	Click or tap here to enter text.
	Description of the personal emergency evacuation plan proposed for each of the buildings/floors that form part of the PEEP (confirmed once the Fire safety office reviews and signs the PEEP).
	Points to consider in this section for each location listed in the PEEP (when the arrangements to adhere to are location dependant):
Confirm that the use of other locations that would facility the safe building evacuation are not available/are not an option. Justify the response.
Propose the location where the PEEP holder will meet their buddy or fire warden and the primary fire route to be used for each of the locations listed in the PEEP
List the equipment required (if any) to facilitate the safe evacuation
If a fire lift would be of help, check with the building manager(s) whether one is available for each of the buildings listed.  
List what should NOT be attempted when supporting the PEEP holder during an emergency evacuation.

Events only section
Please indicate the date when the event will take place and the timeframe this PEEP is relevant to.
	Event details
	Information

	Event name:
	Click or tap here to enter text.
	Department holding the event:
	Click or tap here to enter text.
	Date:
	Click or tap to enter a date.
	Start and finish time:
	Click or tap here to enter text.


Personal Emergency Evacuation Plan 
To be completed by Fire Safety Team for complex cases. Add written instructions and where appropriate, numbered floor plans with primary and secondary routes highlighted can be added as an Appendix to this form.
	Building/Floor/Room(s) (one row per floor)
	Floor plan number
	Fire lift required?
	Location of the evac chair - if required
	Description of the fire route to be taken and any additional information relevant to the Fire Warden(s)

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
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1. Named Assistants Contact Details
Provide the details of individuals that are named Assistants that will aid the PEEP holder to evacuate the building in an emergency. This includes departmentally appointed individuals and other persons, such as carers etc. Please add as many assistants as required to support all Building/Floor/Rooms(s) included in the plan.
	Name of Assistant 1:
	Click or tap here to enter text.
	Assistant 1 mobile number:
	Click or tap here to enter text.
	Status:
	Staff ☐     Student ☐    Visitor ☐   

	Plan numbers that Assistant 1 is supporting:
	Click or tap here to enter text.


	Name of Assistant 2:
	Click or tap here to enter text.
	Assistant 2 mobile number:
	Click or tap here to enter text.
	Status:
	Staff ☐     Student ☐    Visitor ☐   

	Plan numbers that Assistant 2 is supporting:
	Click or tap here to enter text.


	Name of Assistant 3:
	Click or tap here to enter text.
	Assistant 1 mobile number:
	Click or tap here to enter text.
	Status:
	Staff ☐     Student ☐    Visitor ☐   

	Plan numbers that Assistant 3 is supporting:
	Click or tap here to enter text.

Approvals and Notification
	Staff who need to be informed about the PEEP once approved

	Building
	Building Manager
	Faculty representatives
	Security Team

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.

Once the sections above are completed, email the form to firesafety@imperial.ac.uk for approval.
	Record of approval (for completion by Fire Safety team)

	Person completing the plan
	Click or tap here to enter text.
	Fire Safety Officer/Peer review and approval
	Enter name and date
Click or tap here to enter text.
Click or tap to enter a date.


Submit a copy of the approved PEEP to the PEEP holder and their line manager/student tutor/host.
Ensure that all approved PEEPs are shared with the Security and Community Safety team, for their awareness.




Appendix 
 Example included for illustrative purposes only. Contact the Building Manager or local Safety personnel for assistance with obtaining building floor plans.
Floor Plan 1 
Sir Alexander Fleming Building (SAFB), Ground Floor, Room G27
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