




	




Recovery Regime Management
Plan (RRMP)
June 2020










	Contents
	Page

	Introduction
	3

	Communication Strategy
	4

	Equality Analysis
	5

	Exceptional Delivery Models
	5

	Risk Assessments & Operating Procedures
	6

	Resource Planning
	6

	Operating Procedure Templates
	8

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	
















OFFICIAL

[image: Cover page decorative background image]



[image: HM Prison & Probation Service logo]
OFFICIAL

[image: Cover page footer decorative background image.]


Introduction
In response to the threat of Covid-19, the Ministry of Justice (MoJ) and Her Majesty’s Prison and Probation Service (HMPPS) took decisive action to monitor, manage and mitigate the threat of large numbers of staff and prisoners becoming infected with COVID-19 and to reduce the likelihood of the infection spreading through the prison system. 
[bookmark: _Hlk40359859]This involved restricting regimes to implement social distancing, as set out in the Exceptional Regime Management Plan, limiting movement of prisoners between prisons, and starting a programme of work to compartmentalise the estate to isolate symptomatic prisoners, shield the vulnerable, quarantine new entrants and protect staff.
Similar to the lifting of restrictions in the community, the re-opening of prison regime will be guided by our 3 Core Objectives:
· Preserve Life: To continue to protect our staff, the public, and offenders in our care by minimising deaths and hospitalisations, ensuring continued access to healthcare, and protecting the NHS from explosive outbreaks. 
· Maintain Security, stability and Safety in the broadest sense: To ensure the ongoing stability and safety of the estate, including risk to disorder, violence, suicide & self-harm levels, escapes, protecting the public, and sufficient staff confidence to deliver regimes and rehabilitative activities as intended. 
· Provide Sufficient Capacity: Ensuring that we have enough space to receive from the courts and sufficient capacity to meet overall demand, as well as sufficient staffing and resource to run establishments.
Under the National Recovery Framework there will be a five stage model of different regime stages which will guide establishments from stage 5 (complete lockdown) back to stage 1 (prepare), which will be mirror ‘business as usual’ operation with no known infections of COVID-19, regimes operating without restrictions.
[image: ]
This guidance is intended to help support governors make decisions locally, within the National Framework, and identifies the areas of the regime that should be prioritised. It will ensure we have a rigorous, evidenced and data-driven basis for decisions and that resources are appropriately identified to support delivery of the regime. All regimes must comply with the Prison Act 1952, the Prison Rules 1999, YOI Rules 2000, the Human Rights Act 1998, the Health and Safety at Work Act and the wider legal framework.
Different prisons will be assessed as being ready for different Regime Stages, and may move in different directions over time. Progress will be incremental, particularly when transitioning to a lower stage; rather than an overnight adoption of all aspects of the relevant regime for that Stage, they will be fully realised over time. Prisons will move up or down the stages in response to local conditions such as an outbreak of infection in the prison or the community, or rates of staff absence. Regimes will be required to go straight back into (Stage 4) lockdown from lower stages where advised by Outbreak Control Teams or directed by HMPPS centrally. 
Communication Strategy
As enablers for our objectives, we will need to ensure buy-in from staff, prisoners, trade unions, partners and external stakeholders, continue to make innovative use of technology, and work collaboratively with partners.
Communications plans will:
· Explain HMPPS's approach to easing restrictions so that key audiences understand the approach and the considerations which must be addressed before any easing of the prison lockdown can safely happen. 
· Reassure the public and our stakeholders that HMPPS continues to respond and adapt to this pandemic, and is focused on restoring, rebuilding and regenerating as and when it is safe to do so.
· Enable two-way engagement with our staff, service users, trade unions and wider stakeholders to ensure that HMPPS's recovery strategy is driven by their insight and we maintain their confidence and support.
· Defuse tensions and pressure potentially triggered when the 'we are all in this together' narrative is less applicable, as prisons take different action at different times.

It is essential that recognised trade unions are meaningfully engaged and consulted in the design process. Recognised Trade Unions are working constructively and at pace (due to the unprecedented nature of this operational emergency) with HMPPS at a national level with consultation being delivered to shorter than normal timescales. Locally, it is important that this approach is mirrored and appropriate increased levels of facility time are allocated to allow for local recognised Trade Union branch officials (POA, PGA and NTUS (FDA, GMB, PCS, Prospect, Unite) trade unions) to have sufficient and meaningful input to the RRMP.

It is important to note that partner providers will need to be involved in plans for recovery, ensuring that both the operational planning and the planning for service providers lines up. 

As part of the Communications Strategy, establishments should make a record of engagement with recognised Trade Unions, other staff groups including those not directly employed, NHS partners and Health Commissioners, prisoners, families and third sector. 

Communication strategies developed in the YCS should reflect the different partnership arrangements, safeguarding authorities, and specific needs of children.

Equalities Analysis
Ensuring equality of access to all regime elements for all prisoners should be considered as part of the RRMP. Public Sector Equality Duty requires decision makers to have regard to the need to—(a) eliminate discrimination, (b) advance equality of opportunity and (c) foster good relations between persons with different protected characteristics. 
Establishments must complete an Equality Analysis and feed this back into the decision making process around how to implement regime recovery. A template Equalities Analysis has been included below. Details on the completion and subsequent use of the Equalities Analysis are included within.

[bookmark: _GoBack]

Exceptional Delivery Models
Exceptional Delivery Models (EDMs) will be published for individual areas of the prison regime, covering how to deliver aspects of the regime at every stage. Each will be a brief guide on the high-level principles that must be incorporated into a local plan for each element of regime being reinstated. It is essential that the initial/interim stage of recovery is not seen as a reversal of measures put in place to this point, or that pre-existing procedures are automatically reinstated when there may be steps to go through to reach this point safely or possible changes in the method of delivery going forwards. The specification will ensure establishments are clear on expectations from the outset. EDMs will cover all elements of regime from reinstating limited on wing activity to social visits. These will be developed in consultation with Public Health England / Wales advice to ensure that prison regimes are established in a way that ensures the ongoing safety of staff and prisoners.
As will be set out in the EDMs, some activity will look very different depending on the Regime Stage the prison is operating at – for example in terms of the maximum number of people attending a visit, or the social distancing requirements. Some activity will only take place once the prison has progressed to a certain Stage. This will also vary depending on the type of establishment, and reflect local priorities e.g. the importance and statutory obligation to provide education for children in the YCS estate.  Approved by SILVER
(submitted by Bronze –Governor proposed RMP)

There is local discretion for Governors, in consultation with the relevant unions and in accordance with the relevant element of the EDM, to determine the detail of how the delivery models can best be implemented locally. This will include the expected timeframe and order in which these aspects are turned on as the prison transitions to the new Stage. It may take some time to fully achieve all regime aspects of a given Stage given the need to test new ways of working, but broadly we expect establishments to be operating the full regime applicable to that stage within [4-6 weeks] of adopting it.
The full suite of EDM’s is available on the Operational Guidance platform here:
http://hmppsintranet.org.uk/except/


Risk Assessments & Operating Procedures
All Government sectors are required to provide “Working Safely” Guidance for their staff. Below is the “HMPPS Working Safely during COVID-19 in Prisons” guide which includes the mandatory Risk Assessment template to be used for all risk assessments being completed around elements of regime throughout recovery.


Existing risk assessments and safe systems of work underpin our operating practices.  Any new practice requires assessment as normal.  However, it is essential that as part of the Recovery Regime Management Plan, each element of regime is risk assessed for being safe under COVID-19 conditions using this template. Once the risks have been identified, this should inform the Operating Procedures which will make up the Regime Recovery Plan. Operating Procedures should actively mitigate the risks identified within the Risk Assessment and provide staff with clear and safe instructions on how to deliver the regime. The recommended template for Operating Procedures is provided at the end of this guidance and reflects current RMP policy templates.
 
Resource Planning
As part of the RRMP design, it is essential that your establishment is clear on the resource required to deliver the proposed recovery regime in a safe manner. The design of a temporary core day and a review of the required resource to deliver this should be carried out to inform planning.  
As with normal Regime Management Planning, we should deliver as much regime as it is safe to and no more regime than the resource safely allows. As such, every establishment will establish (or re-establish where this was already in place) a Regime and Resource Planning meeting recommended under PSI2017/07. Guidance for the recommended process is attached below:


In order to be deemed ready for recovery through the Readiness Assessment, establishments must be able to show that their forecasted staffing can sustain the level of regime being proposed. This will be accomplished by providing a two week forecast from the Regime and Resource Planning meeting and an 8 week view of Workforce Planning. As part of this, establishments are also required to include a complete Resource Calculator (attached) in consultation with local recognised Trade Unions and Staff Associations. Resource should be calculated to include EDM requirements as well as any new work such as new temporary accommodation or additional video courts. This will be moderated by the Prison Group Director and Executive Director through the Readiness Assessment.


Temporary MSL’s will need to be established and, in line with Bulletin 8, must deliver safety, security and control. These MSL’s may vary from the established MSLs due to the differing challenges posed by COVID-19 and infection control measures that need to be maintained. Consultation with the POA when establishing MSL’s is a requirement under Bulletin 8.
Regime and Resource Planning meetings should continue to determine the level of regime that is safe to deliver on a week by week basis and, as in business as usual circumstances, decisions will need to be made about what can and can’t be run based on available resources. These meetings should be used to communicate and co-ordinate with delivery partners to ensure they are in place to support recovery. Establishments must report to their respective regional Silver commander where available resource is forecasted to be unable to deliver the MSL and normal resource planning avenues (e.g. PP, volunteers, TOIL) have been exhausted.
Minimum Alarm Response must still be identified. Those staff identified as alarm bell response must be able to respond to incidents without leaving their work area unable to work to safe operating procedures.
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	Unit Name (s)
	Overview

	Function
	

	




	Capacity
	

	

	Category
	

	

	Layout

	







	Regime Stage
	Staffing Requirement
	Max Prisoner No’s Unlocked
	Work that can be delivered
(to note this work list will not be exhaustive)
	Specific Controls 
(including Social Distancing and infection control measures) 

	3
	

	
	
	

	Additional Notes

	








Operating Procedure Templates


	Activity Space Name
	Overview

	Activity
	

	

	Capacity
	

	

	Layout

	





	Regime Stage
	Staffing Requirement
	Max Prisoner No’s Unlocked
	Work that can be delivered
(to note this work list will not be exhaustive)
	Specific Controls

	3
	

	
	
	

	Additional Notes

	













(intentionally blank)
Exceptional Delivery Model (EDM)
Sets expectations and Red Lines for regime elements


Risk Assessment
Identifies risks posed when delivering regime elements


Operating Procedures
Mitigates the risks posed in order to deliver expectations safely
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EA Template v1.4.xlsx
Guidance

		Guidance Notes 



		Due to the impact of Covid 19 on our regimes, establishments are having to create and implement new processes and systems of work at pace.

		There has been a lot of staff redeployment and role change, which in some prisons has left the Equalities teams depleted.

		We want to ensure that Diversity and Inclusion remains at the forefront of people’s minds as we go through the many changes and we adapt our ways of working.  It is imperative that everyone is treated fairly, regardless of characteristic(s).

		We have an opportunity to ensure that equality forms the basis of our new world by encouraging the completion of this Equalities template, or a full equality analysis in line with PSI 2016-20 if required, every time we build our local Exceptional Delivery Models or introduce any other business change.

		By doing this, teams will need to discuss Diversity and Inclusion matters frequently and this will help to focus on what is needed and what has been achieved.

		We know that considering the impact of proposals on the people we support at the beginning of the process enables us to make smarter decisions which in turn are more effective and cost efficient.  The aim of this checklist is to support that.

		With the help of the national teams we have created a EA Template, as it is understood that things change quickly and time is precious. This has not been developed to replace the Equalities Analysis process but to compliment it.

		For reference, PSI 2016-20 - Implementation of Equality Analysis can be found via this link.



		Where this EA template highlights there may be a potential for direct or indirect discrimination or a negative impact on one of the characteristics, then you may want to consider if a full equality analysis should be undertaken.  Please refer to PSI 2016-20, or contact one of the names at the bottom for advice if required.



		To assure PGDs that adequate consideration of Diversity and Inclusion meets the appropriate standard and to be able to support establishments to raise that standard and maintain consistency, all completed EA templates should be forwarded to the group equalities lead, where 20% should be quality assured.

		This will enable us to:

		·         Create best practice for establishments

		·         Identify where establishments have potential issues early and offer support/guidance

		·         Set a group standard for equality analysis

		·         Assure our PGDs that Equalities remains at the forefront of the agenda

		·         Upskill establishment teams

		·         Embed equality analysis as business as usual

		·         Support staff and residents through procedural justice as we find our way to unlock regimes





		As we trial this process we hope to find an effective way to share findings so we can benefit across groups.



		We would ask group equality leads to roll this out to establishment teams.



		Steps to Complete		Action 

		Area Under Assessment		EDM or Area under assessment for change

		Brief Description		Brief description of area of change

		Establishment		Select your establishment from the drop down

		PC and Language Considerations		Please consider the impacts of the change on PC and language requirements

				Add or change the considerations to meet your establishments needs

		Impact		Select negative or positive

		Impact detail		Please record the detail of the impact

		Actions to mitigate		Please record any actions to mitigate or promote

		Engagement		Record engagement and consultation

				who - what - when

		Further comments		Please record any further useful information or comments

		Have you considered completing a full Equality Analysis?		select yes or no

		Rationale for Decision		please put in your rationale for completing or not completing a full Equality Analysis

		Completed by		Name - sign - date 

		Governor to approve		Name - sign - date 

		Review Date		Entre a review date as is necessary to ensure the area continues to be monitored to ensure fairness

		For further guidance please contact :

		PSP North 		Naomi.Daw@justice.gov.uk

		PSP South 		lisa.mulhern@justice.gov.uk

		HMPPS Wales 		huw.lewis1@justice.gov.uk 



mailto:Naomi.Daw@justice.gov.ukmailto:lisa.mulhern@justice.gov.ukmailto:Huw.Lewis1@justice.gov.ukhttps://intranet.noms.gsi.gov.uk/policies-and-subjects/policy-and-instructions/psi-2016-20

Checklist

		EA Template COVID-19 Recovery

		GUIDANCE -  Not all Protected Characteristics will apply to your establishment or area under assessment     

		Area Under Assessment: 				Brief Description: 



		Establishment Name:



		Protected Characteristic
		Considerations 		Impact Positive or Negative Answer		Impact Detail		Actions to Mitigate 

		Age 		Has proportionality been considered (numbers affected and fairness compared to population)?

				Will decision make anyone more vulnerable?

				Have all age groups got equable access to provision and resources?

				The above are examples please add your own considerations in 

		Disability		Has proportionality been considered (numbers affected and fairness compared to population)?

				Are there access issues that need to be considered? 

				Has communication been considered in a format that is easy to understand? 

				The above are examples please add your own considerations in 

		Gender Reassignment  		Will decision impact on any transgender individuals?

				If so, what support might they need?

				Will decision make anyone more vulnerable?

				The above are examples please add your own considerations in 

		Marriage and Civil Partnership		Would marriage / civil partnership raise any negative or positive impacts?

				Will decisions make anyone more vulnerable? 

				The above are examples please add your own considerations in 

		 Pregnancy and Maternity		Will decision impact on anyone who is pregnant or currently in the maternity period?  

				Will nursing mothers be impacted on? 

				Will decisions make anyone more vulnerable? 

				The above are examples please add your own considerations in 

		Race		Which ethnicities will be impacted?

				Has proportionality been considered (numbers affected and fairness compared to population)?

				Will decision make anyone more vulnerable?

				The above are examples please add your own considerations in 

		Race:  
Gypsy, Roma, & Traveller		Who are the GRT that decision will impact on? 

				Will they need different support?

				Will decisions make anyone more vulnerable? 

				The above are examples please add your own considerations in 

		Religion and Belief		Consider religions present and if decision will have a positive or negative impact 

				Has proportionality been considered (numbers affected and fairness compared to population)?

				Will decision make anyone more vulnerable?

				If this is a temporary change which religious festivals will be impacted on? 

				The above are examples please add your own considerations in 

		Sex		Would sex raise any negative or positive impacts?

				Consideration of staff impact?

				The above are examples please add your own considerations in 

		Sexual Orientation 		Has proportionality been considered (numbers affected and fairness compared to population)?

				Will decision make anyone more vulnerable?

				The above are examples please add your own considerations in 

		Language Considerations 		Consideration		Impact Positive or Negative Answer		Impact Detail

				Do you have anyone who's preferred language is Welsh? 

		Welsh Language 		If yes consider communication methods

				The above are examples please add your own considerations in 

		Foreign Language 		Which languages have you identified need additional communication / consider the time impact on translation
 

				Which foreign languages have you identified need additional communication? 

				Has communication been considered in a format that is easy to understand? 

				The above are examples please add your own considerations in 

		                    Consultation / Engagement

		Who		How		When





		Any further comments please provide below









		Have you considered completing a full Equality Analysis?		Rationale for Decision



		Check list completed by

		Name: 				Signature :				Date:

		Approved by the Governor 

		Name: 				Signature:				Date:

		Date of Review: 





Data

		Select Your Establishment

		Altcourse

		Ashfield

		Askham Grange

		Aylesbury

		Bedford

		Belmarsh

		Berwyn

		Birmingham

		Blantyre House

		Brinsford

		Bristol

		Brixton

		Bronzefield

		Buckley Hall

		Bullingdon

		Bure

		Cardiff

		Channings Wood

		Chelmsford

		Coldingley

		Cookham Wood

		Dartmoor

		Deerbolt

		Doncaster

		Dovegate

		Dover IRC

		Downview

		Drake Hall

		Durham

		East Sutton Park 

		Eastwood Park

		Erlestoke 

		Exeter

		Featherstone

		Feltham

		Ford

		Forest Bank

		Foston Hall

		Frankland

		Full Sutton

		Garth

		Gartree

		Grendon/Spring Hill

		Guys Marsh

		Haslar IRC

		Hatfield (formerly Moorland Open)

		Haverigg

		Hewell

		Highdown

		Highpoint

		Hindley

		Hollelsey Bay

		Holme House

		Hull

		Humber

		Huntercombe

		Isis

		Isle of Wight

		Kirkham

		Kirlevington Grange

		Lancaster Farms

		Leeds

		Leicester

		Lewes

		Leyhill

		Lincoln

		Lindholme

		Littlehey

		Liverpool

		Long Lartin

		Low Newton

		Lowdham Grange

		Maidstone

		Manchester

		Medway Secure Training 

		Moorland Closed

		Morton Hall IRC

		New Hall

		North Sea Camp

		Northumberland

		Norwich

		Nottingham

		Oakwood

		Onley

		Parc

		Pentonville

		Peterborough (Female)

		Peterborough (Male)

		Portland

		Presceod

		Preston

		Ranby

		Risley

		Rochester

		Rye Hill

		Send

		Sheppey (Elmley)

		Sheppey (Standford Hill)

		Sheppey (Swaleside)

		Spring Hill

		Stafford

		Stocken

		Stoke Heath

		Styal

		Sudbury

		Swansea

		Swinfen Hall

		Thameside

		The Mount

		The Verne IRC

		Thorn Cross

		Usk

		Wakefield

		Wandsworth

		Warren Hill

		Wayland

		Wealstun

		Werrington

		Wetherby

		Whatton

		Whitemoor

		Winchester

		Woodhill

		Wormwood Scrubs

		Wymott
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[bookmark: _Toc41042642]Introduction

Overview

This document is the response by HM Prison and Probation Service (HMPPS) to guidance drafted by the Department for Business, Energy and Industrial Strategy (BEIS) on behalf of the UK Government. The BEIS guidance was designed to help employers, employees and the self-employed in the UK to understand how to work safely during the COVID-19 pandemic. The BEIS guidance consisted of a suite of frameworks for “working safely” in different employment sectors, each comprising a series of checklists. The checklists contained mandatory and desirable actions for sector leaders, managers and employers to draw on when building their own workplace guidance for COVID-19. The overall purpose of the BEIS guidance is to provide employers with information to enable them to ensure that all returning workers are afforded a safe working environment. 



HMPPS developed COVID-19 management strategies for prisons and probation premises in March 2020 in anticipation of the impact the impacts being forecasted at that point, including the sudden loss of significant numbers of staff via isolation or illness and the potential for high numbers of prisoners and staff to become symptomatic as a result of the environment in prisons and the close proximity of high numbers of individuals. These over-arching strategies were jointly produced with Public Health England (PHE) and have been refined subsequently through continuously close collaboration with PHE since their initial creation. Underneath these over-arching strategies; subject specific pieces of guidance, new policy and procedure and operational instructions have been issued to frontline staff covering each element of our response to the COVID threat. 



This document is HMPPS own “working safely” guidance for prison staff, produced in response to a request from the UK Government for all employment sectors to create BEIS style guidance. HMPPS has been operating according to the national strategies in place since March and all UK prisons have been operating under national command mode since this point. This means that all local, regional and national activity in response to any facet of the COVID threat has been coordinated and directed by a national COVID Gold Commander at Director level operating in their role on behalf of the Chief Executive Officer (CEO) for the prison and probation estate. The command mode infrastructure is reserved for the management of major incidents and all senior managers in establishment and headquarters functions are well versed in its operation. As such activity in response to COVID-19 has been generally well coordinated and effectively delivered on an estate wide basis, despite the requirement to operate at pace.  



As HMPPS is operating nationally with the command infrastructure and governance arrangements described above imbedded and understood, the HMPPS “working safely” guidance looks rather different to those produced by BEIS for other sectors. This document follows the same framework, uses the same headings and checklists key activities in the same way, however it is predicated by the fact that all establishments have already received a significant body of guidance. 









How to use this guidance



This document is intended to provide information to HMPPS staff about the measures we have taken to keep them safe during the Coronavirus (COVID-19) pandemic. We understand how important it is that staff can work safely during the COVID-19 pandemic. For this reason every piece of operational guidance written for prisons has been produced in collaboration with PHE to ensure that it is up to date with the latest health information to keep staff safe. 



This document provides a checklist of actions that establishments must consider in order to keep their staff safe. Prisons have clearly not been able to suspend operations during the pandemic and staff have worked throughout the pandemic period. We have recognised their achievements through financial incentivisation and reward schemes and will continue to do so. We have also generated a suite of Safe Operating Procedures (SOP) covering the safe way to complete each essential task, combined with guidance on the PPE and other safeguards where relevant. 



Each prison establishment is now required to undertake a risk assessment as part of their process to demonstrate their readiness for recovery to formally commence. Under the HMPPS roadmap to recovery issued in conjunction with the Ministry of Justice, all prisons will need to produce local plans for reintroducing all elements of prison work and regime they have been suspended during COVID restrictions. These plans will be produced in adherence with a suite of Exceptional Delivery Models (EDM) which will outline the headline requirements that must be achieved under each area of regime/work. A separate EDM will be produced for each element of work or regime. 



Establishments will submit local plans together with their readiness assessment to their PGD for sign off. All signed off readiness assessments will be considered by a central Board that will oversee prison recovery. The Board will determine which prisons progress to formally activate their local recovery plans and thereafter will closely monitor progress. One of the requirements for the readiness assessments is for sites to demonstrate they have completed a Workplace Risk Assessment. 



HM Government have stipulated that all employers must undertake this risk assessment before re-opening as COVID measures relax. Whilst we have not suspended activity, all HMPPS premises must complete this risk assessment to be compliant with the Government requirement. This document provides the checklist against which establishments must assess themselves and can therefore be used as the template for this risk assessment. Alongside other work to plan the reintroduction of all elements of regime, prisons cannot progress to the recovery start point without this risk assessment being completed.  



This document is split into two sections. The first is a high level response to the BEIS guidance and the second is the risk assessment template that all establishments must follow.

















[bookmark: _Toc41042643]1. Thinking about Risk 

Objective: That all employers carry out a COVID-19 risk assessment.



1.1 Managing Risk 

Objective: To reduce risk to the lowest reasonably practicable level by taking preventative measures, in order of priority.



· Containment – Establishments have been required to implement exceptional regime management plans (ERMP) local models of restricted regime for the COVID period based on central guidance. Establishments have also implemented strategies to cohort their prisoner population. This is the HMPPS processes for the isolation of those infected from healthy individuals, the shielding of prisoners & detainees in the most at-risk groups & cohorting arrangements.  Plans must also explain the processes for reducing infection and cross contamination and outline potential regime & movement restrictions in affected areas.



· Mitigation – prison cohorting strategies must outline and explain the processes for reverse cohorting of healthy prisoners as another option for managing our populations. Advice on Reverse cohorting has already been issued by HMPPS as Operational Guidance on the intranet. They should also outline the possible requirement to introduce reduced regimes, assess strategies for reduced staffing levels and identify delivery models to ensure decency, safety and security. Plans must also consider localised arrangements for Excess Deaths Management and liaison with LRFs and Local Authorities.



· Recovery – In the near future, prisons will develop their local strategy for regime recovery. All prisons will develop interim models for each element of regime for a phased reintroduction. They will move from the restricted regime required for COVID back to the pre-COVID regime in operation at all sites, but do so safely and steadily. Again this will be produced in adherence with a suite of national Exceptional Delivery Models (EDM) provided from the centre. All plans must be signed off at regional level and endorsed from the centre.



Prison Operation during COVID-19 



During the COVID-19 pandemic HMPPS are operating in command mode. Each establishment Bronze commander will report to “regional” Silver (a number of prisons grouped together) and Silver to the COVID-19 team who will update COVID-19 Gold This command model will form the core line for communication and decision making supplemented as necessary with PGD support around business as usual during the Covid-19 Pandemic.



Operational Guidance has been written to guide establishments in how they should safely deliver all aspects of necessary regime in line with these requirements. In anticipation of COVID-19 and the associated staff shortages that were being forecasted, HMPPS introduced the Exceptional Regime Management Plan (ERMP). ERMP articulates four key regime priorities that must be delivered irrespective of how critical staffing levels become. It is borne out of the acknowledgement that during conditions where prisoners are being held in cells for protracted periods, we must still deliver a small number of services essential to prisoner health and well-being. 



As a result of Government guidance about social distancing, isolation and shielding published on 23 March, ERMP was triggered nationally and all establishments suspended group activities in prisons including social visits, education, work and physical education. Regime restrictions were implemented to prevent the spread of the virus, not as a result of staffing shortages which had been successfully stabilised. Public Health England (PHE) and Government guidance required social distancing to be in place in every prison and establishments needed to implement robust measures to both isolate any symptomatic prisoners and shield the vulnerable cohort in our care. Every establishment also introduced house-holding – treating prisoners sharing cells or dormitories as a household in adherence with the community definition.  



A new Cohorting Strategy was also introduced on 23 March 2020 to reduce the risk of transmission between prisoners in each establishment. There are three component parts of the HMPPS Cohorting Strategy; consisting of arrangements to protect those most susceptible to the virus, measures to isolate those who are symptomatic (and any cell-sharers) and provision to hold newly received prisoners separated from the main population (until enough time has passed for COVID-19 infection to be expressed in symptoms if they are infected). The HMPPS cohorting strategy requires sites to create at least three areas within the establishment to achieve distance between the symptomatic, those newly arriving, and those who are most vulnerable in every prison. 



The national guidance issued by HMPPS gives overall direction, with establishments being responsible for local decision making over specific elements and the way in which they implement advice. Establishments are required to operate a defensible decision log for the duration of COVID-19 which will record each decision they make and the justification surrounding those decisions, also enabling local risk assessments to be completed on each one. 























[bookmark: _Toc41042644]2. Who should go to work

Objective: That everyone should work from home, unless they cannot work from home.

For majority of HMPPS staff, remote working has not been a possibility during the COVID period. However for staff in non-operational or non-frontline posts, remote working has been implemented wherever possible. 



2.1 Protecting People who are at higher risk 

Objective: To protect clinically vulnerable and clinically extremely vulnerable individuals. 

· Under the HMPPS Human Resources guidance issued during COVID, clinically extremely vulnerable individuals have been strongly advised not to work outside the home. 



· Clinically vulnerable individuals, who are at higher risk of severe illness (for example, people with some pre-existing conditions, see definition in Appendix), have been asked to take extra care in observing social distancing and helped to work from home, either in their current role or in an alternative role where possible. 



· Where clinically vulnerable (but not extremely clinically vulnerable) individuals cannot work from home, e.g those in frontline posts have be offered the option of the safest available on-site roles, enabling them to stay 2m away from others wherever possible and in all cases establishments have been required to assess the activity that those with known vulnerability are undertaking. As for any workplace establishments have been encouraged to take into account matching specific duties to those with protected characteristics, including, for example, expectant mothers who are, as always, entitled to suspension on full pay if suitable roles cannot be found. Particular attention should also be paid to people who live with clinically extremely vulnerable individuals. 



HMPPS Employees have been advised to speak to their line manager if they believe that they are at increased risk. Priority has been given to facilitate this group in terms of flexible working arrangements, including working from home, or other adjustments which limit contact with others. Line managers have been told to consider the following:

1. If the employee can work from home they should do so.

2. If it is not possible, discuss what adjustments can be made at work to limit contact with others. These could include (but not limited to);

3. Amended duties which limit interactions with other people, e.g. limited contact with prisoners or service users.

4. working in an office where desks have been rearranged to ensure staff are at least 2 metres away from each other

5. Amended working hours which limit the amount of time spent on public transport during busier commuter hours (if relevant)

6. Rearranging face-to-face meetings so they are conducted remotely by video or conference call.

7. If it is not possible to make any adjustments to help limit contact with others, paid special leave should be approved.

8. For staff who are classed as clinically vulnerable and therefore who are required to socially shield, provisions have been made for those who can work from home to do so, and for those who cannot, to ensure that they are not penalised. 

Extremely vulnerable people have been strongly advised to stay at home at all times and avoid any face-to-face contact for a period of at least 12 weeks. The NHS are directly contacting extremely vulnerable people (with the conditions below) to provide further advice on shielding. Shielding is a measure to protect people who are clinically extremely vulnerable, by minimising all interaction between those who are extremely vulnerable them and others. Employees who are extremely vulnerable have been advised to stringently follow the shielding and social distancing guidance. People in this group should:



· Work from home if possible

· If it’s not possible, to work from home they should be given paid special leave.



All pregnant employees should receive a risk assessment as they normally would. If they received this risk assessment before the emergence of COVID-19, then it should be reviewed considering this. For pregnant women under 28 weeks’ gestation (i.e. in the first or second trimesters) it has been recommended that they should discuss the following adjustments with their line managers:



1. If they can work from home they should do so.

2. If it is not possible, they should discuss what adjustments can be made at work to limit contact with others. These could include (but not limited to);



· Amended duties which limit interactions with other people, e.g. limited contact with prisoners or service users, only working in roles which have contact with prisoners or service users if they want to and if the risk has been assessed

· Working in an office where desks have been rearranged to ensure employees are at least 2 metres away from each other

· Amended working hours which limit the amount of time spent on public transport during busier commuter hours (if relevant) rearranging face-to-face meetings so they are conducted remotely by video or conference call



3.    If it is not possible to make any adjustments to help limit contact with others, paid special leave should be approved.



For pregnant women from 28 weeks’ gestation (the third trimester), or with underlying health conditions such as heart or lung disease (at any gestation), a more precautionary approach is advised and they should follow the advice on shielding. They should work from home if this is possible. If not possible they should be on paid special leave. Employees over 28 weeks’ gestation who do not want to follow the shielding advice should severely limit contact with others by making adjustments.



2.2 People who need to self-isolate

Objective: To make sure individuals who are advised to stay at home under existing government guidance do not physically come to work. This includes individuals who have symptoms of COVID-19 as well as those who live in a household with someone who has symptoms.

The following information has been made available to staff to inform of them of the actions they should take if they become symptomatic:

· Employees who have flu like symptoms – a high temperature or new, continuous cough or anosmia (loss or change in your normal sense of smell or taste) – should self-isolate and remain at home for seven days, to focus on their recovery, rather than come into the workplace.

· After 7 days, if they do not have a high temperature, they do not need to continue to self-isolate. If they still have a high temperature, they must keep self-isolating until your temperature returns to normal.

· Individuals do not need to self-isolate if they just have a cough after 7 days, as a cough can last for several weeks after the infection has gone.

· For employees who live with others, if they are the first in the household to have symptoms of coronavirus, then they must stay at home for 7 days.

· All other household members who remain well must stay at home and not leave the house for 14 days (the 14-day period starts from the day when the first person in the house became ill).

· If anyone else in the household starts displaying symptoms, they must stay at home for 7 days from when their symptoms appeared, regardless of what day they are on in the original 14-day isolation period.

· Employees who have mild symptoms but feel fit for work can work from home if possible.





2.3 Equality in the workplace 

Objective: To treat everyone in your workplace equally.

· In applying this guidance, employers should be mindful of the particular needs of different groups of workers or individuals. 

· It is breaking the law to discriminate, directly or indirectly, against anyone because of a protected characteristic such as age, sex or disability. 

· Employers also have particular responsibilities towards disabled workers and those who are new or expectant mothers. 

It is breaking the law to discriminate, directly or indirectly, against anyone because of a protected characteristic such as age, sex or disability. Employers also have particular responsibilities towards disabled workers and those who are new or expectant mothers. HMPPS has conducted a full equalities impact assessment to assess the impact that COVID-19 restrictions will have on the different protected characteristics.  



3. [bookmark: _Toc41042645]Social Distancing at work

Objective: To maintain 2m social distancing wherever possible, including while arriving at and departing from work, while in work and when travelling between sites.

3.1 Coming to work and leaving work 

Objective: To maintain social distancing wherever possible, on arrival and departure and to ensure hand washing upon arrival.

Establishments have made the following adaptations to make social distancing as practicable as possible on entry and departure to the workplace: 



· Staggering arrival and departure times at work to reduce crowding into and out of the workplace, taking account of the impact on those with protected characteristics. Establishments have adjusted shift times to allow staggering of people going through the gate and to therefore reduce contact. 

· Reducing congestion in busy areas such as offices by limiting the number of people allowed in at once. 

· Using markings and introducing one-way flow at entry and exit points.

· Providing hand washing facilities (or hand sanitiser where not possible) at entry and exit points.

· Providing alternatives to touch-activated security devices such as keypads.  Establishments have been required to increase the frequency of cleaning of regular touch points, and have installed hand sanitiser and hand washing facilities near these areas (i.e. by key tracker cabinets, radio hatches etc.). 

· Defining process alternatives for entry/exit points where appropriate, for example, deactivating pass readers at turnstiles in favour of showing a pass to security personnel at a distance.



3.2 Moving Around Buildings and Worksites 

Objective: To maintain social distancing wherever possible while people travel through the workplace.

Establishments have introduced one-way systems on landings and wings to minimise the contact people have with one another. Floor markings and signage have been introduced to remind prisoners and staff to follow social distancing wherever possible and wherever possible physical barriers, temporary or permanent have been put in place to direct movement. Prisoners have been provided with a new national addendum to existing prison induction guidance which contains further information on the importance of social distancing as well as guidance on hand hygiene and reporting symptoms.  2m markings have been placed at every “stopping point” such as on-wing prisoner phones, communal shower areas and medical treatment/dispensing points. 



3.3 Workplaces and Workstations 

Objective: To maintain social distancing between individuals when they are at their workstations. 

In office areas where staff are unable to work from home, establishments are reminded to review layouts to allow workers to work further apart from each other. They have been advised to consider the following measures:

· Using floor tape or paint to mark areas to help people keep to a 2m distance.

· Avoiding people working face-to-face. For example, by working side-by-side or facing away from each other.

· Using screens to create a physical barrier between people.

· Avoiding use of hot desks and spaces and, where not possible, for example training facilities, cleaning and sanitising workstations between different occupants including shared equipment. 



3.4 Meetings 

Objective: To reduce transmission due to face-to-face meetings and maintain social distancing in meetings.

During the current nationwide situation it is imperative that all staff are kept up to date with changing advice and guidance that is being centrally published.  Staff will become more anxious when they are not included in communication streams. When the Service is operating in a business as usual status Governors generally have large gatherings via full staff meetings and daily briefings within operational boardrooms.  Governors has been asked to consider, where possible alternative arrangements for communicating with their staff. It has been recommended that establishments consider different ways in which communications can be cascaded should therefore be considered, for example:



· Holding operational meetings in larger areas such as visits or the chapel with social distancing maintained. 

· Asking people to dial in, where possible;

· Holding smaller meetings and asking managers to cascade messages to smaller audiences;

· Briefing papers sent out to staff.



Achieving effective social distancing in prisons is extremely difficult but this is a vital tool against the spread of COVID. It is essential to protect our staff, prisoners and to keep all our families safe during this period .  Doing so will ensure resources within prisons remain as high as possible and assist with the operational running during the difficult period we are enduring.









3.5 Common Areas 

Objective: To maintain social distancing while using common areas the following should be considered

Establishments have been asked to consider introducing the following, wherever reasonably possible: 

· Staggering break times to reduce pressure on the staff break rooms or places to eat.

· Using safe outside areas for breaks.

· Creating additional space by using other parts of the working area or building that have been freed up by remote working.

· Installing screens to protect workers in receptions/gate houses or similar areas.

· Providing packaged meals or similar to avoid fully opening staff canteens.

· Reconfiguring seating and tables to optimise spacing and reduce face-to-face interactions.

· Encouraging workers to remain on-site and, when not possible, maintaining social distancing while off-site.

· Considering use of social distance marking for other common areas such as toilets, showers, lockers and changing rooms and in any other areas where queues typically form.



3.6 Accidents, security and other incidents

Objective: To prioritise safety during incidents. 

SOCT have written specific guidance on operating all elements of core security with social distancing in place, including guidance on the use of mechanical restraints and searching activity. All establishments have been required to re-visit their Local Security Strategy (LSS) in light of this guidance and to risk assess all elements  of security activity then disseminate COVID specific guidance on how to operate each element. The SOCT guidance is supported by a suite of Safe Operating Procedures (SOP) issued by H&S to assist staff in the safe way to operate in different security situations. Healthcare providers are also engaged in development of separate guidance for performing essential clinical tasks and assessments during COVID. All operational guidance for prison managers and clinical practitioners has been developed jointly between HMPPS and PHE. 
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4.1 Manage Contacts 

Objective: To minimise the number of unnecessary visits to offices.

In line with Operational and Cohorting Guidance, establishments have introduced prisoner regime groups. Prisoners are unlocked in the same small groups each day to receive their regime, limiting the amount of contact that they have with others and thus reducing the risk of transmission of the virus. Establishments have been able to decide the number of prisoners unlocked in one go at a local level, based on the space availability and the ability to remain 2m apart. All movement between prisons has been suspended, save for those transfers approved via the Gold Commander. 

All movements in and out of prisons have been minimised, including periods of cross-deployment between prisons. Staff have been confined to working in a single, consistent location where possible through some cross-deployment is essential – such as nurses dispensing medication at multiple locations and kitchen staff working with prisoners to deliver food to residential units. However all operationally pragmatic and reasonable steps have been taken to minimise movement and contacts. Social distancing has been introduced from the point prisoners and staff arrive. Establishments have been encouraged to place hand washing stations in core areas such as staff entry points. 



4.2 Providing and Explaining available guidance 

Objective: To make sure people understand what they need to do to maintain safety.

HMPPS have worked closely with Public Health to design posters, leaflets and other communications to be issued to both staff and prisoners to explain the measures they can take to keep themselves safe during the COVID-19 period. All Operational Guidance is available on the HMPPS COVID-19 information page which is digitally hosted and available for staff to access at all times. Key changes such as regime restrictions have been issued out to prisoners via notices and newsletters. A new induction package has been introduced nationally with COVID specific information. A suite of Safe Operating Procedures (SOPs) have been produced for COVID-19, detailing safe procedures for working in all areas as have numerous new policies and procedures.
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5.1 Keeping the workplace Clean 

Objective: To keep the workplace clean and prevent transmission by touching contaminated surfaces.

A number of Safe Operating Procedures (SOPs) have been written detailing the cleaning procedures that should be followed in different circumstances during COVID-19. These have been written in collaboration with PHE and are continually being updated to meet the latest guidelines.

  

5.2 Hygiene – hand washing, sanitation facilities and toilets 

Objective: To help everyone keep good hygiene through the working day.

Establishments have been advised to increase the availability for hand washing throughout the day for both prisoners and staff. This includes increasing the availability of hand sanitiser and some sites have introduced temporary hand washing stations. Establishments have ensured that all prisoners have access to soap in their cells so they can maintain good personal hygiene. 



There have been numerous communication documents issued to staff and prisoners explaining the importance of maintaining good hygiene in relation to reducing the spread of COVID-19 and this has also been communicated to prisoners in different forms such as on WayOut TV and on prison radio. All communications have been written in collaboration with PHE and include information on correct hand washing techniques and other measures of staying protected from the virus. 





5.3 Changing rooms and showers

Objective: To minimise the risk of transmission in changing rooms and showers.

Establishments have been advised to set clear use and cleaning guidance for showers, lockers and changing rooms to ensure they are kept clean and clear of personal items and social distancing is achieved as much as possible.





5.4 Handling goods, merchandise and other materials, and onsite vehicles

Objective: To reduce transmission through contact with objects that come into the workplace and vehicles at the worksite.

Safe Operating Procedures (SOPs) have been written to guide staff on the procedures that should be followed during COVID-19.when handling prisoners property, the procedures that should be followed surrounding vehicle use, procedures for handling mail and packages and for carrying out operational tasks. These have been written in collaboration with PHE and are continually being updated to meet the latest guidelines.  

[bookmark: _Toc41042648]6. PPE and Face Coverings

6. PPE

SOPs have been produced to advise staff on the situations where they must wear PPE. These have been written in collaboration with PHE and are continually being updated to meet the latest guidelines.  



6.1 Face Coverings 

The UK Government has announced that wearing a face covering in public places where social distancing is difficult to manage could support our progression from lockdown as a country.  Whilst this is primarily aimed at members of the public, we know that there are some scenarios in HMPPS where staff in public facing or frontline prison and probation roles may choose to wear a face covering. We may also ask a member of the public, a prisoner or service user to do the same. SOPs have been produced to give advice to staff the situations where they must wear PPE. These have been written in collaboration with PHE and are continually being updated to meet the latest guidelines. It has been deemed that face coverings are not necessary and are not PPE. 
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7.1 Shift patterns and working groups

Objective: To change the way work is organised to create distinct groups and reduce the number of contacts each employee has.

Operational Guidance states that establishments should aim to cross deploy staff between different areas of prisons as little as possible in order to reduce the contact they have with different staff groups as much as possible. HMPPS have written a cross-deployment strategy which recommends that staff do not work at multiple workplaces in order to reduce risk of the virus being spread between establishments.



7.2 Work-related travel 

7.2.1 Cars, accommodation and visits 

Objective: To avoid unnecessary work travel and keep people safe when they do need to travel between locations.

A Specific Safe Operating Procedure (SOP) has been produced outlining use of vehicles during the COVID-19 and the cleaning requirements surrounding their use. These have been written in collaboration with PHE and are continually being updated to meet the latest guidelines.  



7.2.2 Deliveries to Other Sites

Objective: To help workers delivering to other sites such as branches, or suppliers’ or customers’ premises to maintain social distancing and hygiene practices.

Deliveries are being managed locally and those contractors serving multiple sites are required to adhere to HMPPS guidance on COVID safeguards. Local measures are in place at each site for the safe checking and unloading of vehicles with COVID safeguards built in. All vehicles must be cleaned regularly in line with HMPPS guidance. 





7.3 Communications and Training



7.3.1 Returning to Work



Objective: To make sure all workers understand COVID-19 related safety procedures.



All Operational Guidance is available on the HMPPS Intranet for staff to access. This includes all the published Safe Operating Procedures (SOPs) that have been produced for COVID-19, detailing safe procedures for working. Unions and staff associations have been consulted throughout the planning process for COVID-19 and in the writing of operational guidance to ensure the views of staff are represented. All guidance has also been communicated to staff through unions and staff associations. 





7.3.2 Ongoing communications and signage

Objective: To make sure all workers are kept up to date with how safety measures are being implemented or updated.

All Operational Guidance is available on the HMPPS Intranet for staff to access. This includes all the published Safe Operating Procedures (SOPs) that have been produced for COVID-19, detailing safe procedures for working.
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Objective: To maintain social distancing and avoid surface transmission when goods enter and leave the site.

A Specific Safe Operating Procedure (SOP) has been produced outlining guidance for handling and receiving mail and packages during the COVID-19 and the cleaning requirements surrounding their use. Guidance has also been written to guide staff in processes to follow when managing prisoners’ personal property during this time and the measures they can take to keep safe. This guidance have been written in collaboration with PHE and are continually being updated to meet the latest guidelines.  







ANNEX A: COVID-19 WORKPLACE RISK ASSESSMENT TEMPLATE: HMPPS



		Description of Area/Workplace



		





		Date of Assessment

		Assessor/Assessors/Union Representative



		



		



		Description of Tasks within the Area/Workplace



		





		Identify Groups of Persons within the Area/Workplace



		





		Those within the Extremely Vulnerable Group

		Those within the at Risk Group



		



		







		Risk Assessment Checklist - Initial



		Check and Assess

		Yes

		No

		Comments



		1. Do individual workstations/areas have at least 2 metres distancing between each other

		

		

		



		2. Do gang ways and movement areas provide at least 2 metres distancing for people to move in the area (including shared areas such as rest rooms, and access and egress to the area).

		

		

		



		3. Is there a hand washing facility in reasonably close proximity to the area and or at the entrance to the area?

		

		

		



		4. Is there a sufficiently robust cleaning regime in place in the area providing hard surface cleaning using disinfectants daily (at least before each area use).

		

		

		



		5. Are tools/shared equipment cleaned after individual use to prevent cross contamination

		

		

		



		6. Are shared areas cleaned regularly during the work period using disinfectants (Areas such as rest rooms, and toilets). Do individual work stations require specific cleaning measures where sharing is unavoidable.

		

		

		



		7. Does/Will a physical management check take place to assess the work area (at least daily)

		

		

		



		8. Have persons been briefed on the arrangements within the workplace above 

		

		

		



		9. Are there any other matters to consider in this work area (E.g. Travel arrangements to and from work by staff?)

		

		

		











		Risk Assessment Checklist - Adjustments



		Further considerations

		Yes

		No

		Comments



		1. Is there a requirement to split workers into different working patterns to achieve a better distancing in the area

		

		

		



		2. Is there a requirement to reduce/limit normal workers/others in the area to provide safe distancing in the area	

		

		

		



		3. Are changes to the normal working practices required to achieve distancing in the area	

		

		

		



		4. Are physical methods available/required to achieve distancing (E.g. screens/barriers, floor spacing measures and signs to achieve 2 metres). This where the above measures have not been able to achieve acceptable distancing.

		

		

		



		5. Do opening and closing times need to change to provide safer distancing in the area?

		

		

		



		6. Is PPE required where no other alternative is available to prevent close and frequent contact with others on a sustained period within the area and throughout the day

		

		

		



		7. Is hand sanitisation gels required in the area (if so, this will need to be carefully controlled and must unavailable to prisoners without direct staff supervision)

		

		

		



		8. Are further considerations required for disabled persons in the area?



		

		

		





Evaluate the Current Risk of COVID – 19 in this Workplace/Area

·  Risk is evaluated taking into account both:

(a)	The consequences, i.e. the degree of harm which would result;

(b) The frequency/probability/likelihood that it will occur.

· The degree of harm and likelihood of occurrence are both given ratings as follows:

	





		0 – No Exposure

		Degree of Harm from  Exposure in the area



		



The Likelihood  this will happen











		0 – Highly Unlikely



		1

		

		

		1



		2

		

		

		2



		3 – Moderate 

		

		

		3 - Possible



		4

		

		

		4



		5 – High levels of Exposure/Illness

		

		

		5- Very Likely











		Current Risk Rating:



		Degree of Harm

		

		Likelihood 

		Risk Rating



		

		X

		

		











		DECIDE ON CONTROL MEASURES

		If the risks are assessed as very high, high or medium risk, further control measures must be considered.  Time scales for implementing control measures are given below.



		RISK RATING

		DEFINITION

		ACTION REQUIRED



		20-25

		Very High

		Stop activity – take immediate action.



		15-19

		High

		Take action the same day.  Implement short-term measures.  Instigate long term solution.



		10-14

		Medium

		Take action within one week.  (This level of risk may be acceptable provided the risk is as low as is reasonably practicable).  Where control measures are required implement short-term measures.  Instigate long-term solutions.



		5-9

		Low

		Monitor the situation.



		0-4

		Insignificant

		No action required.











		Actions and Implementation Plans Prior to commencement of Activity – Additional Control Measures.



		



		



		







		Final Risk Rating:



		Degree of Harm

		

		Likelihood 

		Risk Rating



		

		X
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		Assessment Completed by:



		Assessment Date:



		Manager Review and Date:



		Date Assessment Findings communicated to employees/unions and relevant persons:



		Manager Review during Opening of area and confirmation additional control measures have been applied where required:
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PSI 2017 - 07 - Regime Management Planning (RMP)

Additional RMP Guidance on Effective Governance Arrangements for Regime and Resource meetings

Governance Structure for the Regime and Resource meeting

Regime and Resource meetings to discuss and plan staff resourcing and regime delivery levels are an important factor in maximising safe regimes with the available resources. A structured approach to this meeting will help to ensure that decisions about regime delivery are being made at the appropriate level and that managers are accountable for making decisions based on the priorities set by the Governor, up and to the point where the operational pressures of the day do not allow.

Fig.1 - Attendance and Responsibilities



Fig.1 outlines the attendees and responsibilities for the proposed meeting and identifies the need for a multi-week view of the resourcing picture for the establishment. It is recommended that the meeting takes a ‘1 week back, 2 weeks forward,’ view of resourcing as outlined in Fig.2. It should also take place at least 2 days before the next projected week begins (i.e. if the projected week runs Thursday - Wednesday, the meeting should be held on a Tuesday) to allow the output of the meeting to be delivered and communicated.















Fig.2 – Meeting Structure





Reflection

The reflection element of the meeting should look back at the previous week’s resource usage. This is an opportunity to outline where the previous meeting’s priorities were not achieved and the reasoning behind it. Orderly officers and Duty Managers will be expected to justify any variances to the projected detail, and reasons for deviating from the priorities set by the Chair should be recorded in the notes of this meeting. 

This should also provide an opportunity to ensure that decisions made around ad-hoc regime adjustments were safe and in keeping with the Operating Procedures outlined in the RMP. Where operational circumstances arise which are not accounted for within the RMP, consideration should be given as to whether additional operating procedures should be developed to help mitigate these risks.

Projection

The projection element is likely to make up the greater part of the meeting and should outline the priorities for the projected week or ‘Week 1.’ The People Hub will have worked since the previous meeting on trying to ‘balance’ (explained below) the detail for this period and will provide the final numbers for projection and decision making. The RMP will be clear about what is expected in terms of delivery (based on the number of staff available), however the amount of unprofiled work, stability issues, or the position of the establishments’ performance measures, may change the priorities for this week. Functional leads will have the opportunity to outline high priority work within their areas that would sit outside of the expected delivery for the amount of resource available, and the chair will make a decision about what adjustments can be made safely to deliver against these priorities. 

Once a decision has been made about how the establishment will use its resource, the People Hub will work on trying to fill the detail to meet those priorities. Any material changes to this strategy should be put through the chair in the form of exception reporting as opposed to the People Hub. The chair can then make a decision about how this should be progressed and communicate any changes to the People Hub. Any ad-hoc changes on the day (due to sickness, unplanned escorts etc.) should be recorded as variances by the Orderly Officer or Duty Manager and discussed in the reflection element of the next week’s meeting.

It is essential that all changes made on the day are reflected on My Detail, for the purposes of assurance, litigation, budgetary compliance and the recovery of escort, constant watch and bedwatch costs.

Fig.3 below outlines a worked example of the type of decision that may be required as part of the recommended meeting. Example 1

HMP Anywhere is holding its weekly regime and resourcing meeting and has reached the projection element of the meeting. The People Hub has exhausted shift swaps, PP and TOIL and has advised that for the coming week it is only possible to achieve an Amber / Red regime every day. Based on the RMP at HMP Anywhere, the Amber / Red regime offers a split regime (half the units attend work, the other half receive a domestic period with the units alternating between one and the other AM and PM, essential workers only receiving domestics on the ED) and no flexible work. 

The Head of Security highlights that due to a number of incidents last week and prioritising Keyworker the week before to achieve OMiC priorities, MDT had not been staffed consistently and the establishment were at risk of missing their performance target for the month if this work wasn’t prioritised. 

Education advised that exams were taking place on Wednesday and it would be problematic for the education block to be closed on that day whilst Healthcare advised that there was only one of two profiled escorts scheduled to take place on the Tuesday morning.

Following discussions with Healthcare partners, the chair made a decision to redeploy the 2 escort staff identified for the second escort on Tuesday morning, so MDT could be delivered and instructed Healthcare not to book a second escort that morning with the understanding that the People Hub would look to facilitate additional escort hours the following week. 

Following discussions with Education providers, it was also decided that Education would be closed on Monday and Thursday, freeing up one member of staff for MDT. It was then decided to redeploy one additional member of staff from residential group on Monday and Thursday for MDT, with the expectation that the unit with one less would run a more controlled period of domestics; a different unit during each period.

Operating procedures for the reduced number of staff on the unit are available as part of the RMP and staff are aware of the expectations. The People Hub were instructed to complete the detail to reflect the prioritised work and to publish along with notices to staff and prisoners to outline expectations. Managers were present at the meeting and are clear on the priorities for the coming week. This safely delivers MDT all day Monday and Thursday as well as Tuesday morning within a regime where MDT would not normally be resourced.



Fig3 – Meeting Example

The only adjustments the People Hub should be making to ‘Week 1’ after the detail is published, are any ad-hoc increases or reductions in resource that occur in advance of the day (newly reported sick, returns to work, bedwatches being covered with staff on shift etc.), with changes being approved by the chair as required. 

Balance

The balance element of the meeting is an opportunity to look at the resourcing peaks and troughs for the following week or ‘Week 2.’ The chair should take guidance on any unprofiled work that is planned for that week and task the People Hub with smoothing peaks in resource as best as possible, to deliver the known priority work and a consistent level of regime to support establishment stability. This will be achieved through shift swaps, TOIL and the use of available PP.

As a minimum, it is expected that the People Hub will ensure the detail meets the minimum staffing levels on night and patrol states.

Once the ‘Week 1’ detail has been agreed and published (except for ad-hoc adjustments), the People Hub should be able to forecast further ahead of this more effectively.

Meeting Requirements

As outlined in Fig.4 there are some essential elements which need to be provided to deliver this meeting effectively. 

Fig.4 - Meeting Requirements



The chair needs all of the information in order to make an informed decision on how best to utilise the available resource safely. Attendees would be expected to know the position for their area of responsibility and provide details as necessary.

Salient points of the meeting should be noted including any decisions, along with rationale. This provides a defensible decision log for any non-delivery and ensures that accountability for delivery sits at the appropriate level.

Decisions from the meeting should be shared with appropriate stakeholders. The People Hub should be clear on where staff should be detailed and managers should be clear on the priorities of the establishment for the week. In order to assist with stability, planned changes to the regime should be published to staff and residents at the earliest opportunity, notwithstanding the possibility of further changes based on a change in circumstances.

An example Terms of Reference for the meeting has been attached to this Guidance (Annex A) and can be used and adjusted to suit the establishment.



Annex A – Example Terms of Reference for Regime and Resource meeting:











Input





Weekly Variances





Projected Staffing Figures (operationally available staff, less non-effectives)





Meeting





Reflection





Balance





Output





Decision Log





Instruction to People Hub for production of Detail and balancing of 'Week 2'





Position against Performance Targets





Projection





Weekly Prioirities





Notices to staff and residents of planned changes 





Note taker required





RMP





















Chair





Deputy Governor or HoBA  - empowered by the Governor to make decisions on their behalf to deliver the priorities of the prison and direct resources to achieve the needs of the establishment for the projected week. The decisions from this meeting should shape the projected week's detail and should be communicated to managers, staff and residents to allow advanced notice of any variation to the expected regime.





Required Attendees





People Hub - provide the variances against the previous week's detail, the resource numbers and projected operating state for the projected week and the resource numbers for the following week to be balanced as instructed by the chair.





Functional Heads - account for the previous week's variances, provide a positional view for any performance targets they are responsible for and to contribute to the priorities for the projected week.





Recommended Attendees





POA Branch officials - maintenance of positive dialogue around RMP, assurance of Health & Safety considerations





Functional delivery partners - including but not limited to Healthcare provider, Education provider, Chaplaincy and PACT, as required.





Custodial Managers - account for the previous week's variances and to contribute to the priorities for the projected week.



























Reflection (previous week)





Projection (Week 1)





Balance (Week 2)
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Strategic Commissioning Plan 2010-2013






HMP ***


Terms of Reference


Weekly Regime and Resource Meetings



RE: Weekly Regime and Resource Meeting


Weekly Regime Management Planning Meetings will be held on _____ at ____ in the Boardroom / Governor’s Office. 


Membership



Chair


Deputy Governor (Head of Business Assurance to cover for absences)


Required Attendees


Head of Business Assurance



People Hub Manager 



Available Custodial Managers



Available Heads of Function


BA People Hub (maintain action log)



Recommended Attendees


POA Branch Representative



Functional Delivery Partners


Heads of Function are responsible for ensuring that the necessary departmental information is made available for the meeting. In the circumstances where Heads of Function are unable to attend, a delegate will be identified to represent the function. If this is not possible, apologies should be sent via the People Hub along with any necessary departmental information or requirements for the coming week. 



Meeting Outcomes


Prioritise delivery of a safe regime appropriate to the resources available within the relevant staffing group.  Regime delivery will be maintained in line with the establishments Operating Procedures. 


The principal of the meeting will be to carry out the following over a 3 week regime delivery period:-



Reflection


Review what was delivered for the previous week against what was planned.  The Orderly Officer and Duty Governor Variance sheets are critical to this and must be completed, accurate and available.



Projection


Review the staffing numbers for the coming week (Week 1 - e.g.Thursday – Wednesday) taking into consideration any extra regime requirements or business priorities based on information provided for the meeting.  Once reviewed and the regime delivery is agreed, the People Hub will not be required to work on increasing staffing numbers. Any proposed changes to the agreed regime should be brought to the attention of the chair as exception reporting and will need to be approved before the People Hub make any amendments. Any ad-hoc changes to the agreed regime (in advance of the day) due to sickness etc. should be approved by the chair. 


The establishment priorities will be agreed using the information provided, and this will be published to staff. Once published, Orderly Officers and Duty Governors will ensure resources are deployed appropriately for the week ahead, and any changes logged on the Variance sheet.


Balance


Review the staffing numbers for Week 2 and agree where the People Hub need to balance numbers for a consistent regime, using the tools available to them (e.g. PP/Toil/shift conversions) and taking into consideration planned staffing requirements.  This period will remain under review until it is reviewed at the following weeks’ meeting. 


Information Required for the Meeting



Variance Sheets


Orderly Officers and Duty Governors must complete this for each period of the day that they are responsible (AM, PM, ED and overnight), identifying any changes to the regime based on sickness, emergency escorts etc.  Where there are no changes, the sheet must be annotated accordingly.  This information is critical in ensuring the projections for the week to come, are reflective of actual delivery requirements and accurately reflect the prisons priorities.



The list below is not exhaustive and other information which may be pertinent should also be provided


MDT position – numbers completed against target



Target Searching – numbers completed and required



Funeral / compassionate escorts taking place



Security Transfers taking place



Family Visits not profiled for



Constant Watch requirements



Workshop and activity area numbers / closures (including Library)



Weekly staff numbers – Week 1 and Week 2


Internal & External Training scheduled over and above predictions



Bedwatches


Sickness



TOIL balances



Communication



The projected regime and priorities set at the meeting will be published weekly. The People Hub will email Duty Governors and Orderly Officers with next week’s priorities and these will be displayed in the People Hub. Any planned changes to the regime will be communicated to staff and prisoners.
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RRMP Regime Staffing Calculator v2.xlsx
Notes

				Annex C: FTE Calculator and Completion Guidance 

				Sheet 1 FTE Calculator:

				Please only complete the boxes in light orange and yellow 



				Outputs from the tool should have a tolerance of 3% applied to allow for minor variations in core day requirements across the week and handovers

				Introduction 

				Please provide your Prison name, Current OMiC Target Staffing Levels, name and email of the person completing, name and email of the person signing off

				Part 1: Core day requirements for unlock and patrol periods

				The core day requirements are used to calculate the hours within each work period, which in turn are used to calculate the required staffing hours once the FTE calculator is completed. If this section is not filled in correctly it will impact on the FTE calculation

				Do not overlap time periods or have gaps between them for example if one period finishes at 07:45 the next work period should start at 07:45 all hours outside of night state need to be accounted for. 

				You do not need to account for Night Patrol periods as these will be picked up across the week as part of the FTE calculator (Part 2)

				Part 2: FTE Calculator 

				The FTE calculator aims to capture your ERMP staffing needs not your normal profiled staffing levels

				Alternately you can use part (a) to estimate your required FTE requirements. Once you have completed the core day requirements, put the required number of staff required against each corresponding work period. Important: please complete for both the weekday and weekend periods

				We recognise that daily staffing will fluctuate but numbers should represent what you would routinely require to deliver the core ERMP elements

				Part 3: Resource Pressures 

				To support central understanding of stage 3 actvity please describe any new / additional resourcing pressures created by temporary accommodation, additional court, virtual court and purple visits requirements and what you have done offset these pressures within the existing ERMP staffing resource, where possible please provide numbers for context additional staffing, please provide a summary of this activity within the free text box, where possible please provide staffing numbers for context.

				Part 4: Work not being completed  

				To support central understanding of routine tasks which are profiled but are not being undertaken, please provide a summary of this activity within the free text box, where possible please provide staffing numbers for context.



				Sheet 2: Profile versus Lockdown Regime

				These sheets are provided to support planning and are not required as part of the return, you may however find it useful to breakdown tasks in more detail when calculating your daily staffing requirements.



				If you have any questions please contact the MTPWG.Prison@justice.gov.uk functional mailbox 



mailto:MTPWG.Prison@justice.gov.uk

FTE Calculator

								OMIC TSF														ERMP (Lockdown Regime Calculator)																								F

				Prison Name				OSG		Officer		Band 4		CM								OSG		Officer		Band 4		CM														Altcourse

																						0.0		0.0		0.0		0.0		0		0								6:00		Ashfield

				Completed By																		Returned to																		6:15

				Name				Email Address														Name				Email Address														6:30

																																								6:45		Askham Grange

		Part 1		Complete both weekday and weekend hours, please make sure time frames do not overlap 																																				7:00		Aylesbury

				Core Day (weekday)		Start		Finish 		Duration		Hours		OSG		Officer		SO		CM		Core Day (weekend)		Start		Finish 		Duration		Hours		OSG		Officer		SO		CM		7:15		Bedford

				Patrol						0:00		0.00		0		0		0		0		Patrol						0:00		0.00		0		0		0		0		7:30		Belmarsh				0		0

				AM						0:00		0.00		0		0		0		0		AM						0:00		0.00		0		0		0		0		7:45		Berwyn				0		0

				Patrol						0:00		0.00		0		0		0		0		Patrol						0:00		0.00		0		0		0		0		8:00		Birmingham				0		0

				PM						0:00		0.00		0		0		0		0		PM						0:00		0.00		0		0		0		0		8:15		Brinsford				0		0

				Patrol						0:00		0.00		0		0		0		0		Patrol						0:00		0.00		0		0		0		0		8:30		Bristol				0		0

				ED						0:00		0.00		0		0		0		0		ED						0:00		0.00		0		0		0		0		8:45		Brixton				0		0

				Patrol						0:00		0.00		0		0		0		0		Patrol						0:00		0.00		0		0		0		0		9:00		Buckley Hall				0		0

				F										0		0		0		0		F										0		0		0		0		9:15		Bullingdon

		Part 2		FTE Calculator																																				9:30		Bure

				FTE Calculator
Please provide staffing numbers for each period of the day																		FTE Calculator
Please provide staffing numbers for each period of the day																		9:45		Cardiff

				Typical Weekday																		Weekend																		10:00

				Staff Numbers 		OSG		Officer		Band 4		CM										Staff Numbers 		OSG		Officer		Band 4		CM										10:15		Channings Wood

				Patrol / Early Start																		Patrol / Early Start 																		10:30		Chelmsford

				AM																		AM																		10:45		Coldingley

				Patrol																		Patrol																		11:00		Cookham Wood

				PM																		PM																		11:15		Dartmoor

				Patrol																		Patrol																		11:30		Deerbolt

				ED																		ED																		11:45		Doncaster

				Patrol / Late Stop										Night staff calc								Patrol / Late Stop																		12:00		Dovegate

				Nights										0		0		0		0																				12:15		Downview

																																								12:30		Drake Hall

				Calculated TSF		0.0		0.0		0.0		0.0																												12:45		Durham

																																								13:00		East Sutton Park

						OSG		Officer		Band 4		CM																												13:15		Eastwood Park

		(B)		Local FTE estimate 

Jones, Robert [HMPS]: 
The Local TSF will override the calculator. Use this if you have already calculated your target staffing level or if you want to adjust the result of the calculator.										Only Complete When Not Using The FTE Calculator 																										13:30		Elmley

																																								13:45		Erlestoke

		Part 3		PLEASE PROVIDE A BRIEF OVERVIEW OF ISSUES																																				14:00		Exeter

		Resource Pressures																																						14:15		Featherstone

		Please describe any new / additional resourcing pressures created by temporary accommodation, additional court, virtual court and purple visits requirements and the move to stage 3 and what you have done offset these pressures within the existing ERMP staffing resource, where possible please provide numbers for context (profiled:actual) (additional detail can be provided in a covering email).																																						14:30		Feltham

																																								14:45		Ford

																																								15:00		Forest Bank

		Part 4 		PLEASE PROVIDE A BRIEF OVERVIEW OF ISSUES																																				15:15		Foston Hall

		Work not currently being undertaken 																																						15:30		Frankland

		Please list all of the pre-Covid profiled work that is not being undertaken or is happening less frequently, for example MDT, keyworker, routine medical escorts, visits, were possible please provide numbers for context (profiled:actual)																																						15:45		Full Sutton

																																								16:00		Garth

																																								16:15		Gartree

																																								16:30		Grendon

																																								16:45		Guys Marsh

																																								17:00		Hatfield

																																								17:15		Haverigg

																																								17:30		Hewell

																																								17:45		High Down

																																								18:00		Highpoint

																																								18:15		Hindley

																																								18:30		Hollesley Bay

																																								18:45		Holme House

																																								19:00		Hull

																																								19:15		Humber

																																								19:30		Huntercombe

																																								19:45		Isis

																																								20:00		Isle of Wight

																																								20:15		Kirkham

																																								20:30		Kirklevington Grange

																																								20:45		Lancaster Farms

																																								21:00		Leeds

																																								21:15		Leicester

																																								21:30		Lewes

																																										Leyhill

																																										Lincoln

																																										Lindholme

																																										Littlehey

																																										Liverpool

																																										Long Lartin

																																										Low Newton

																																										Lowdham Grange

																																										Maidstone

																																										Manchester

																																										Medway

																																										Moorland

																																										Morton Hall

																																										New Hall

																																										North Sea Camp

																																										Northumberland

																																										Norwich

																																										Nottingham

																																										Oakhill

																																										Oakwood

																																										Onley

																																										Parc

																																										Pentonville

																																										Peterborough

																																										Portland

																																										Prescoed

																																										Preston

																																										Rainsbrook 

																																										Ranby

																																										Risley

																																										Rochester

																																										Rye Hill

																																										Send

																																										Stafford

																																										Standford Hill

																																										Stocken

																																										Stoke Heath

																																										Styal

																																										Sudbury

																																										Swaleside

																																										Swansea

																																										Swinfen Hall

																																										Thameside

																																										The Mount

																																										The Verne

																																										Thorn Cross

																																										Usk

																																										Wakefield

																																										Wandsworth

																																										Warren Hill

																																										Wayland

																																										Wealstun

																																										Werrington

																																										Wetherby

																																										Whatton

																																										Whitemoor

																																										Winchester

																																										Woodhill

																																										Wormwood Scrubs

																																										Wymott

																																										Springhill





Lockdown Regime Weekday

				This element is not mandatory but can be used to support local planning												ERMP (Lockdown Regime) Staffing requirements Weekday

				Profiled Tasks		BAU Green Staffing requirements										AM								PM								ED								Comments

						B2		B3		B4		B5				B2		B3		B4		B5		B2		B3		B4		B5		B2		B3		B4		B5

				Total Staff Required 		0		0		0		0				0		0		0		0		0		0		0		0		0		0		0		0

				Residential Wings 

				Visits

				MDT

				Safer Custody

				Alarm Bell response

				Education/Workshop Patrol

				Escorts

				Searching

				Nights

				Equalities 

				Reception

				Keyworker

				VCC and legal visits

				HCC Inpatients/outpatients

				Gate

				Comms

				V/Escorts

				Post Room 



























Lockdown Regime Weekend

				This element is not mandatory but can be used to support local planning												ERMP (Lockdown Regime) Staffing requirements Weekend

				Profiled Tasks		BAU Green Staffing requirements										AM								PM								ED								Comments

						B2		B3		B4		B5				B2		B3		B4		B5		B2		B3		B4		B5		B2		B3		B4		B5

				Total Staff Required 		0		0		0		0				0		0		0		0		0		0		0		0		0		0		0		0

				Residential Wings 

				Visits

				MDT

				Safer Custody

				Alarm Bell response

				Education/Workshop Patrol

				Escorts

				Searching

				Nights

				Equalities 

				Reception

				Keyworker

				VCC and legal visits

				HCC Inpatients/outpatients

				Gate

				Comms

				V/Escorts

				Post Room 
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