SWEEPBOARD
GET SET UP IN TWO MINUTES

SweepBoard is how we run and record the fire sweep. Wardens tick off each area on their phone,
and the controller sees the whole building live. Do these four steps once on your phone.

1- Scan

FIRE WARDEN

Ground floor

Harbour Street Store

Scan to open your floor sweep list

2 - Add

SweepBoard

Copy

Add to Home Screen H

Find on Page

QUICK START -1 0F 3 - EVERYONE

J - Name

WARDEN

Tom Ellis
O —
Ground floor @
Ready. Waiting for the controller to start.

ALERTS ON THIS PHONE

SweepBoard is closed or the phone is locked.

A Turn on alerts

YOUR CHECKPOINTS: FIRST FLOOR

L - Alerts

Info pins.

WARDEN

Tom Ellis
Ready. Waiting for the controller to start.

ALERTS ON THIS PHONE

7 Alerts are on. This phone is notified when a drill or
ation star

ts or is stood down at H;

Send testalert  Turn off

YOUR CHECKPOINTS: FIRST FLOOR

(1)

Stockroom 2 Stockroom 2
Sweep area Sweep area

Open your Camera, point it
at your QR poster and tap the
link.

YELLOW warden, your

Office Office

IEl] A Turn on alerts

and Allow. Then tap

iPhone (Safari): tap Share
1, then Add to Home
Screen, then Add.

Android (Chrome): tap :,
then Add to Home screen.

Open SweepBoard from the
new icon. Type your name

floor and check your floor

Send test alert | to check

RED controller (wardens). it works.

WHAT ALERTS YOU WILL GET The fire alarm is your signal. Alerts use
your phone's normal sound and can be
missed on silent or Focus. When the alarm

sounds, open SweepBoard straight away.

£X FIRE
EVACUATION
or @ FIRE DRILL

It has started. Wardens are told
which floor to sweep. Tap the alert

to open SweepBoard. ]
Do not wait for the alert.
REMINDER Sent at 20 and 45 seconds if you

have not opened SweepBoard.

iPhone: alerts only work from the Home

STAND DOWN
2 Screen icon, not from a Safari tab. Keep

Itis over.

your ringer on at work.

WRONG ROLE OR FLOOR?

Tap Controller | Warden at the top of the screen to change role, and the floor buttons under Floor I'm
sweeping to change floor.
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SWEEPBOARD UICK START - 2 OF 3 - FIRE WARDENS

FIRE WARDEN: WHEN THE ALARM SOUNDS

1 Open SweepBoard from your Home Screen,
or tap the alert.

-
Ground floor @

ALERTS ON THIS PHONE 2

Check it says Your floor with the right floor.

+ Alerts are on. This phone is notified when a drill or
evacuation starts or is stood down at Harbour Street Store,

Send testalert  Turm o 3 Check each area in the list properly. Tell
YOUR CHECKPOINTS: FIRST FLOOR cs everyone to leave_ No l|fts_
4 of 7 cleared : .
Stockroom 2 Plant room 4 Tap the area after you have checked it, then
Tom Ellis - 14:36:53 - +01:17 Sweep area - First floor
:;i:f:; to stockroom wedged open. Wedge ta p th eresu lt.
v Area clear. Nobody left inside
Office
omElle 1436105 0029 P —— 5 Close doors behind you. Do not lock them.
fatr:fEf\h';ool'IBG:ZO - +00:44
Stott tatots X Unable to access / check 6 CheCk the refuge last.
fom Ells 143742 10136 Person refusing to leave  Fire door wedged open
® e Escape roue obstructed  inal extlocked 7 = Go to the assembly point and report to the
) Smoke / fire seen Casualty / needs assistance
o Rear corridor controller.
i Note (optional)
& REFUGE AREAS: CHECK LAST
 Rear sai anding mruce g Stay there until you get [/4 Stand down.
Refuge area - check last Cancel
Your sweep list Tap anarea, then the result
TAP WHEN SHOWS
v Area clear. Nobody left inside You checked it and it is empty. GREEN
A Cleared, with an issue Empty, but you found a problem. Tap a quick option or add AMBER
a note first.

X Unable to access [ check You could not get in or check it. RED

‘& Refugein use Someone is waiting in the refuge. Enter the number of BLUE

people and help needed. No names.

Fire, smoke or not safe? No signal? No phone or flat battery?
Get out by the nearest safe Carry on and keep the app Use the paper sweep
exit and tell the controller. open. Your taps send when checklist and hand it to the
Do not finish the sweep. signal returns. Tell the controller.

controller at the assembly

point.
Made a mistake? Tap the area again and choose Need the assembly point or your action card?
the right result, or Mark unchecked |. Tap the yellow  StorePlan button.
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SWEEPBOARD QUICK START - 3 OF 3 - INCIDENT CONTROLLERS

INCIDENT CONTROLLER: WHEN THE ALARM SOUNDS

First floor 3 left + EVACUATION CONTROL
Start drill
Controller (person in charge)
7
Sam Carter
Waiting for all areas to report clear
@ 8 of 13 reported
| S
EXIT Report Reset
SALES FLOOR (REAR) EITTING ROOMS
SWEEP PROGRESS (ALL FLOORS)
8 of 13 cleared 2 with issues
Ground floor 4/6 - Priya Shah eo—
Sales floor (front)
Priya Shah - 14:37:06 - +01:21
Sales floor (front)
Sales floor (rear)
@ Priya Shah - 14:36:23 - +00:38
Fitting rooms
Priya Shah - 14:36:37 - +00:52
SALES FLOOR (FRONT) SUSTOMER TOILFT.
Gor-wample s Stockroom

PY Priya Shah - 14:37:29 - +01:44
" Delivery cages partly blocking the rear exit route.

Moved clear.

Customer toilets
Sweep area

& REFUGE AREAS: CHECK LAST

Your live board. GREEN clear- AMBER issue:- RED noaccess- RED DASHED notyetswept: BLUE refugeinuse

Go to the fire alarm panel and note the zone.
Nobody re-enters until the fire service, or

Open SweepBoard, type your name, then tap you for a drill, says it is safe.

(or [ start drill ). Every phone is

alerted.

Real fire: make sure 999 has been called. A floor not moving? Scroll to Wardens

connected to see who is on which floor.
Watch the board. Chase any area still unswept, red

or amber.

Send cover if needed.

Refuge in use? It shows in blue at the top. Tell the
fire service and tap each step. Warden reports in person or on paper?
Tap the area yourself, choose the result

At the assembly point, tick the roll call: staff, visitors,
and add a note.

contractors.

Brief the fire service using Fire service handover.

Th itself R
When it is safe, tap BSELEL TGS, Add notes and e report saves itself under Records
when you stand down. Only use Reset after

standing down.

print the report.

Thisisthe shortversion. The full SweepBoard user guide covers every screen in detail. SweepBoard supports yoursite's fire
procedure. ltdoes notreplace the fire alarm, your emergency plan oryourtraining.
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