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	MSS group/building contact summary sheet

	This summary sheet should be completed for each MS Society building, It gives an overview of the resources needed to ensure that anyone visiting the building, who has a health condition or impairment can evacuate the building safely.

	The MS Society will respect the personal information you provide us and don’t want to use it in a way that you won’t expect. To find out how we use and manage your personal data, our full privacy notice is at www.mssociety.org.uk/privacy. You can also call our Supporter Care team on 0300 500 8084 to get a copy.

	Copies of this document will be requested by the health and safety auditor at the annual audit

	Building address:


	Number of regular individuals requiring PEEPs: 



	Are changes needed to the evacuation alarm system? – if so give details

	

	Will equipment need resourcing or replacing to implement the PEEPs?

	

	How many competent (trained, knowledgeable and experience) designated assistants needed to evacuate the building safely at any one time? 

	If the building has more than one floor, where will the designated assistants be located? 

	

	Is there finance in place to pay for training, equipment (including servicing, maintenance, and inspection) etc.?

	

	What is the process for short term visitors (those who visit on an irregular basis i.e. occasionally for two or three hours)?

	

	How are those using the building being informed of their responsibilities if they invite individuals (attendee, visitor, volunteer, contractor or member of staff) into the building?

	

	Name of MSS group/ building contact: 

	Signed by MSS group/ building contact: 
	Date: 


	Designated Assistants:

	Name
	Role
	Floor
	Contact No

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Individuals with PEEPs (please list):

	Name of individual
	Activities involved in
	Date of PEEP

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Monitor and Review 

	The summary sheet must be reviewed:
· Where an individual PEEP is in place and their condition changes

· If a new individual visits the building, their needs cannot be met in an informal way and a PEEP needs to be developed
· If there are changes to the meetings/ training session’s e.g. new members, change of venue etc.
· If there are changes in the layout or usage of the building

· Or annually; whichever is first
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