HMPPS Staff Vaccinations Best Practice
HMP Nottingham
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[image: ]Overview 
The Vaccination Team were asked to look at two issues related to the low percentage of staff vaccinations being registered on SOP:
· [bookmark: _Hlk82685727][bookmark: _Hlk82698285]How can we compare the number of staff who have received their vaccination against the number of registrations on SOP?
· How can we improve the SOP registration rate?

Several establishments conducted a snapshot exercise asking members of staff to disclose their vaccination status either through a verbal request/question or by giving them a token which could be put in a box indicating their response.  
Following the exercise, establishments provided their total first vaccinations, second vaccinations and those that declined to answer. These were compared against overall SOP totals locally. 
Every prison taking part in the exercise demonstrated higher numbers of vaccinated staff compared SOP records. This in itself was a positive outcome, but the challenge was then in translating those results onto the system. 


[bookmark: _Hlk84589192]
HMP Nottingham Best practice
Following the snapshot exercise, HMP Nottingham showed a 27% increase in SOP registrations over a 10-week period. These increases were 3 ½ times the national average. 
The below gives an overview of some of the efforts made by the prison and the HRL to achieve success in this area. 


[image: ]How did they do it?
SNAPSHOT EVENT - The HRL completed a workplace walk, talking to all staff and asking them where they usually work, their vaccine status and whether they have reported it in SOP. (see document for examples)  

FOCUSSED ON SPECIFIC AREAS - The HRL then used this information to identify areas within the prison where staff were reluctant to put information on SOP. This insight enabled line managers to have more focused discussions with their staff in lower reporting areas.

REASSURED STAFF / MYTH BUSTED - The HRL reassured staff of how the SOP information would be used and that it would be anonymised in any reports for line managers, including only totals, age ranges and overall percentages.

VISITED ALL AREAS - The HRL continued to visit all work areas talking to staff. Using the data available he was able to focus on specific areas providing updated vaccine information and dispelling any misunderstanding. 

CHECKED INVISION – Through absence monitoring procedures any periods that were linked to having a Covid vaccination were passed to the relevant line managers to prompt a return to work meeting in which they could encourage staff to register their vaccination on SOP if not already completed.  

[bookmark: _GoBack]USED THE SOP REPORT – Using the new HR report, HR WF87 (see documents for guidance) the HRL was able to identify any staff who had not entered vaccination information and pass this to relevant line managers to encourage conversations

COMMUNICATION - Regular communication to staff through notices, highlighting the need to complete SOP and the reasons why. (see documents for examples)

[bookmark: _Hlk84590647]LEADERSHIP – The SMT regularly promoted the importance of vaccinations through staff briefings/bulletins. (see documents for example)

OVERSIGHT– Vaccinations were added to the agenda of absence management meetings.

A Quote from the Health Resilience Lead
[bookmark: _Hlk84513041][image: ] “To summarise, it’s just a case of perseverance. I’ve been here a long time – nearly 25 years now. All the longer in-service staff know me and my background and I’d like to think that they trust me. The newer staff are getting to know me. I firmly believe it’s a people thing. Talk to the staff, respect the staff and you will get them on side”.

While working with the lead at HMP Nottingham, the HMPPS Testing and Vaccines team noted their passion, resilience and desire to succeed. The progress made is a reflection of the HRL and wider prison’s hard work.

Supporting Documents 
The following documents have been provided, some as examples to help you improve SOP staff vaccination engagement.                                          





[bookmark: _MON_1693215668][bookmark: _MON_1695207387][bookmark: _MON_1695626416] 

Need help now? Snapshot Support
[image: ]If your establishment would like further support to assist in increasing staff engagement, in the running a snapshot event or are considering holding a snapshot event this is available via the following email hmppsvaccines@justice.gov.uk
We kindly ask that you please return the attached snapshot event feedback form on completion, this will enable the gathering of essential data. (see documents)

HMP Nottingham
1st Vaccination

Nottingham 1st vaccine	44386	44393	44400	44407	44414	44421	44428	44435	44442	44449	44456	0	1	4.0999999999999996	7.9	9.1	10.6	11.4	15.1	19.5	23.7	26.9	National Average	44386	44393	44400	44407	44414	44421	44428	44435	44442	44449	44456	0	1.3	2.7	3.8	4.5	5.2	5.9	6.7	7.3	7.6	8.1999999999999993	Event Date	44386	44393	44400	44407	44414	44421	44428	44435	44442	44449	44456	8	8	
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		[image: ]COVID-19: SOP Vaccination Establishment Snapshot







Introduction: 

To address under reporting, snapshot exercises will be conducted in ten establishments who have the lowest registration rates.

Proposals:

· Floor walk exercises by line managers (run vaccination team report on SOP first) to gather info on those who have not recorded and get their consent to do so on their behalf

· Ensure staff have recorded 1st AND 2nd dose on SOP, not just 1st or 2nd dose

· Mini focus groups with staff to discuss their concerns and make clear why the information is needed.

· Ensure any member of staff taking sick days for ‘reaction to the vaccine’ has this recorded under their vaccination information on SOP by their line manager

· Speak to local POA branch and get them on board to encourage staff and/or issue comms to assist 

· SMT drive uptake through daily briefings.

· Proactive work by the Health Resilience Leads about vaccinations. Posters, discussion etc.



Suggested Methodology

Method One – Using coloured tokens

1. Two or three members of staff on the gate.

2. As staff enter in the morning, they are handed a token and name is ticked off to ensure they only get one token.

3. Tokens can be if desired different colours for operational, non-operational staff and partners.

4. Staff asked to put their token in a box that suits their own vaccination level.

5. One vaccination       -    Two vaccinations        -      Nil 

6. At the end of the day tokens can be counted to give you an idea of the levels of vaccinations in the establishment. 

7. Staff issuing the tokens will need to keep a tally of how many tokens are issued. 

8. This can be done over three to five days over a two-week period to ensure you capture a higher % of staff.

[bookmark: _Hlk77666130]Method Two – Using slips of paper.

1. [bookmark: _Hlk77666210]Two or three members of staff on the gate.

2. As staff enter in the morning, they are handed a slip and name is ticked off to ensure they only get one slip.

3. Slips can be if desired different colours for operational, non-operational staff and partners

4. Staff complete information on slip. Noting One vaccination       -    Two vaccinations        -      Nil.

5. Staff asked to put their slip in an easily located box.

6. At the end of the day slips can be counted to give you an idea of the levels of vaccinations in the establishment. 

7. Staff issuing the slips will need to keep a tally of how many slips are issued. 

8. This can be done over three/five days for two weeks to ensure you capture a higher % of staff.

Method Three – Testing & Vaccination Promotion Event.

1. Two or three members of staff on the gate to direct staff to a suitable room (i.e. visits hall)

2. Staff are greeted by SMT Members and HRL to promote staff testing and Vaccination updates.

3. On arrival staff are asked to complete a questionnaire which has name and number of vaccinations received, and consent to pass information to line managers. 

4. Staff directed to staff testing area where workplace testing is available.

5. Staff given the time to complete questionnaire as needed. 

6. HRL available to respond to request for information

7. Staff asked to put their completed questionnaires in a box when leaving the area.

8. HRL collates information at the end of the event and sends out to line managers who can then have follow up conversations using the vaccination information and encourage or assist staff to enter their information on SOP.



Case Study 



HMP Bure Vaccination Promotion for Staff: - 



· Staff were channelled through visits and asked to complete a questionnaire/survey which included vaccinations and they were also given an opportunity to complete PCR and LFD tests. 

· On completion questionnaires were collated by the HRL. The HRL then spoke with staff and if given permission handed the responses to line managers.

· Line managers were asked to have the discussions with the staff about updating SOP and if permission given, did so in their presence.

· Staff absences attributed to vaccinations have been tracked and with consent, passed onto line managers for recording on SOP.

· Full SMT involvement during the event. Serving tea, meet and greet, processing tests and communicating with staff.

· Coincided with a wellbeing event where teas, coffees and biscuits were available.



FAQ’s 



		Question

		Response



		Will I be asked to work in outbreak sites if I have had both vaccinations?

		This is not the reason why we are asking for vaccination status and there is no suggestion that staff would be allocated in this way.



		Is it true I will not be asked to isolate if I have had both vaccinations?

		From 16th August those who are double vaccinated will no longer need to isolate if contacted via test and trace.



		How many days should we complete this exercise for?

		We appreciate this this is an additional ask and requires resource, so the length of time is flexible. The more days you can complete this exercise, the higher number of staff you will be able to capture and the more reliable the findings. 





		Will Union engagement be required?

		Engagement with local recognised unions is recommended.
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Access Instructions to Local Covid-19 Vaccination Report_Final.pdf
Local Instructions to Access the Local Covid-19 Vaccination Report

HR Services Team have made available to sites at a local level a new Covid-19 vaccination report,
which was developed between HR Services & SSCL to help address the requests for local information
on Covid-19 vaccination updates on SOP. This new report will give a high-level non-detail view of
which staff have updated the Covid-19 vaccination fields on SOP.

What will the report show and what will it mean?

The report is cloned from an existing SIP (staff in post) report so it will show all SIP to that Cost
Centre for the date it’s run, to which an additional reporting element will show which staff have
updated any entry fields on the MyVaccinationInformation. It will show this has either Yes or No,
please note that a Yes on the report can either mean Yes or No to whether the vaccine has been
taken but shows the data has been entered on SOP.

A No on the report means these staff have not updated SOP with any outcome at all i.e. the
employee has not been into SOP to update any of the MyVaccinationinformation fields.

To make it easy to access the information we have requested the new report is placed into an
existing suite of Discoverer Reports which should already be available to current HR/People Hub
users.

If you have the below report suite on your SOP profile you will be able to access the report:

MoJ Disco HR Multi-Org

The new local Covid-19 Vaccination report (HR WF87) will be a new addition to your list, please go to
‘Running the Report’ below.

If you don’t have the above report suites, then you will need to complete a SOP071 to gain access,
please go to ‘SOP071 access request’ below.

Not sure if you have Discoverer Reports on SOP?
A quick way to check is to just log into SOP via IE11/FireFox or from myHub.

Once on the home page after logging in, then click on Discoverer, right hand side under Applications
(See below)

B @ Justice SOP Portal 2 NMS v

Activities

A Portal Home

2 My Personal Information

0 inui .
§ My Business Continuity Information News Help & Assistance
@ My Team Information
No access to SOP from 21 October to 27 October Take‘ gtour
¥ My Service Requests t will be time well spent
Make sure you complete any forms, submissions and processes ahead of temporary gap in service
&3 My Pay BETA B - .
Next month, Shared Services Connected Limited (SSCL) will be moving the Single Operating Platform (SOP). to a cloud APPIICBtIOI’\S
2 My Team Pay BETA provider.

While: the ch takes place th Il b iod where SOP will b able Knowledge Base
R ile the change takes place there will be a period where Wwill be unavailable to use.
SOP Responsibilities 9 P pe

Discoverer

From 5pm on Wednesday 21 October until 8am on Tuesday 27 October you will not be able to access any SOP
S MOJ AP Hold Management User

services including: -
Hyperion

i MOJ iSupport Employee User . Einance

+ Procurement eRecruitment (WCN)

- Payroll and HR services
- Repaorting such as sick absence
» i-Procurement

S NMS AP Enquiry (View Only)
Mol myHub
8, NMS Employee Self-Service

N e - Inventory HMPPS myHub





Once you click into Discoverer, you will then reach another log in page (see below). This requires
your User Name again (your SOP log in) and Password (your SOP password)

ORACLE’

User Name

Password

o

Login Assistance

Register Here

Accessibility

None ~

Language

English v

Once you are logged in, you will see the available report suites listed within the SSCL E-Business
Suite Home page under Navigator (left-hand side)

MENU > * & | LoggedinAsNt ® O

: E-Business Suite

Enterprise Search Contract Documents v
Home
Navigator Worklist

g SOJ Disco HR Multi
g

Running the report

Now you’ve followed the above steps about getting into Discoverer, then follow the below to run
the report.

Select and expand the — HR WF87 report, and click on ‘Local Staff Covid-19 Vaccination’

AL UBCOVETEE VEWOT
Business Inte

Cooneg >
Worksheet List

Search
Type in a search strng to find @ specific workbook of result set Use the drop-down menu to choose between Database and Scheduled Workbooks

Search{ All Workbooks ~ <)
Result List
Rgfresn
Expand All | CoSapse A
Focus Name Description Owner 9]
V Drscoverer Workbooks
3 P @1 par 99 New Overpayment List DISCOSOP M
o P RmwWF0 HR WF 10 - People Directory Report DISCOSOP T
& VOmwrer Local Staff Cowd-19 Vaccination Report DISCOSOP W
b erz Expenses Pre Approval and Posting Terms Report DISCOSOP Fi

" R e——





Once in the report, all you need to do is key in the parameters for the run date e.g. 18-AUG-2021,
note the format of the date entry.

ORACLE' Discoverer Yiewer
Business Intelligence

Connect = Workbooks =

HR WF 87 - Local Staff Covid-19 Vaccination

Last run Wednesday 18 August 2021 15:07:48 BST

Actions Workbook Name: HR WF 87
R Worksheet Name: Local Staff Covid-19 Vaccination
ﬁﬁm d Parameters: Report Date : "18-AUG-2021
SeverLlo saved Date and Time the workbook was run: 18 AUG 2021 03.07.49 PM
Printable page
Export WV Parameters
Send as e-mail Select values for the following parameters.
Worksheet options * Indicates required field
Worksheets * Report Date '18-AUG-_2021.1 .

Enter Date Tracking Date in format DO-MON-Y"""Y (Example: 18-
Local Staff AUG-2021)
Covid-19 (Ga)

Vaccination

Then select Go, the report will then start running and the Query Progress will show. It can take on
average 5-10mins.

If you get the following error:

Q@ Error

unable to open the worksheet requested:
- Oracle BI Discoverer is unable to find the requested worksheet.
- BIB-10310 An unknown exception occurred
- Join configuration cannot be resolved. Reason: more than 1 of the detail folders uses non-aggregated items. Attempt to open workbook failed

Worksheet List

Search

Type in a search string to find a specific workbook or result set. Use the drop-down menu to choose between Database and Scheduled Workbooks:

Search] All Workbooks =N (o
Result List
| Refresh

Expand Al | Collapse All
:

|
Focus Name Description
'V Discoverer Workbooks

Then please try the below fix:

In the top right-hand corner of the screen, where you are presented with a list of reports, you will
see ‘preferences’ (See screen shot below). Click on this and at the bottom of the screen (scroll
down) you will see Fan Trap Detection.

The ‘enable fan trap detection’ box should be unticked. If it’s already ticked hence the error
message. Untick the box and click ‘apply’ and then try and run the report again.

D NG ©@ & 25 https//sop.govsharedservices.gov.uk:4459/discoverer/app/explorer;jsessionid=m05ZhDr7 1tMF-Kmriu7etOiacg)ofSMET === w0 ¥ N @ =
QACLE Discoverer Viewer m
siness Intelligence Preferences Exit Hel
onnect =

Vorksheet List

Search

Type in a search string to find a specific workbook or result set. Use the drop-down menu to choose between Database and Scheduled Workbooks.

Search| All Workbooks ~ 1Ga
Result List
| Refresh

Exoand All | Collapse All





Once the report as run it will give you a table view on the current screen, however the report is
better viewed once exported into Excel.

To export to Excel, select Export under Actions (Top Left)

ORACLE' Discoverer Viewer
Business Intelligence

Connect > Workbooks >

HR WF 87 - Local Staff Covid-19 Vaccination

Last run Wednesday 18 August 2021 16:07:48 BST

Actions Workbook Name: HR WF 87

5 Worksheet Name: Local Staff Covid-19 Vaccination
RE’“" gquery J Parameters: Report Date : "18-AUG-2021"
Bavetis saved Date and Time the workbook was run: 18-AUG-2021 03.07.49 PM
Printable page

Export ¥ Parameters

Send as e-mail
Workshest options

Select values for the following parameters.
* Indicates required fiekd

Worksheets « Report Date  [16-AUG-2021]
Enter Date Tracking Date in format DD-MON-YYYY (Example: 18-
Local Staff G-2021
Covid-19 )
(Ge
Vaccination e
¥ Table

P>Tools Layout Sort Rows and Colurms

Page 1010 & (5

, Boun

Employee Number Sumame First Name Preferred Name Title  Employee Work Telephone Number Employee Category (Working Pattem)
o J I = I}

Change Export to type to ‘Microsoft Excel Workbook (*.xls) See below

ORACLE' Discoverer Viewer
Business Intelligence

Connect > Workbooks > HRPAY 99 - O
Choose export type
Use the drop-down list ta specify the export file format.

Listing >

CSV (Comma delimited) (" csv)
CSV (Comma delimited) (*.csv)

DIF (Data Interchange Format) (*.dif)

Formatted Text (Space delimited) (*.pm)

GIF Image (*.gf)

Hyper-Text Markup Language (archived) (*.zip)

Microsoft Excel Workbook (*xis)
Oracle Reports XML {*xml)
PNG Image (*.png)

((Cancel) (Expart)

Portable Document Format (PDF) (* pdf)
SYLK (Symbalic Link) (.slk)
Text (Tab delimited) (.txt)
Web Query for Microsoft Excel 2000+ (*.iqy) | Cancel ) | Export )
WKS (Lotus 1-2-3) (* wks)

|
Then click Export on the Right
Once its processed the export request will complete giving you the option to ‘Click to View or Save’

and the then select Save File and place the file into your U: Drive/Personal Drive.

You can then open the report in the Excel Application.
SOPO071 access request needed to access the reports

If you don’t have access to the report suites, then you will to complete a SOP071 to get this
permission added to your SOP profile.

The latest SOP071 and SOPQ71 Approvers Matrix can be obtained from myhub, under fast forms.

https://hmpps.myhub.sscl.com/sop-system-and-support/sop-system

You need to follow the guidance on the form and use the matrix link on myhub to confirm who will
approve your SOP0O71.



https://hmpps.myhub.sscl.com/sop-system-and-support/sop-system
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		HMP Nottingham

Notice to Staff



		Title

		COVID-19 VACCINATION

		Number

		071-2021



		Responsible Manager

		Nik Foster

		Issue Date

		07/06/2021







		Vaccine: Take it, Promote it, Record it. Let’s keep Covid down.

Public Health England have stated that a large proportion of staff working in prisons need to be vaccinated to reduce Covid-19 transmissions and prevent further outbreaks across the estate.

Within HMPPS, we have set up a vaccine reporting option on every staff member’s SOP, to help us get a picture of vaccine coverage across the organisation. Knowing the proportion of staff vaccinated helps HMPPS and public health leaders to understand the risk in each of our services and, if it is high, may help to have fewer controls and restrictions.  

Recording your vaccination status on SOP is easy and will make a real difference. It’s very simple and quick to do. 

Once you have logged in to SOP, click ‘My Further Information’ and then ‘My Vaccination Information’. There are only 3 fields to complete; vaccination type (1st or 2nd dose), accepted or declined and then, if accepted, date of vaccination.

If you don’t have access to a computer or struggle to access SOP, you can also consent to your line manager updating SOP on your behalf. Just inform your line manager of whether you have accepted or declined the vaccine and the date on which you did so.







		Phil Novis

Governor







HMP Nottingham - Changing Lives, by Turning Them Around



Providing a Safe, Decent and Secure environment, which contributes to Reducing Reoffending by promoting hope and reform by effectively utilising and developing the skills of our People.  We will provide a suitable regime for a resettlement and reception prison, which will encourage those in our care to ‘Change their Lives, by Turning Them Around’.
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Vaccination snapshot event feedback form.xlsx
Sheet1

		VACCINATION SNAPSHOT EVENT



		DATE				ESTABLISHMENT

		COMPLETED BY NAME						EMAIL

		ESTABLISHMENT STAFF HEADCOUNT

						OPERATIONAL				NON OPERATIONAL

		ONE VACCINATION



		TWO VACINATIONS



		BOOSTER



		DECLINED VACCINATION



		DECLINED TO ANSWER



				TOTALS		0				0

		OVERALL TOTAL 				0





		COMMENTS MADE BY STAFF



















		FEEDBACK ON SNAPSHOT EVENT













		ONCE COMPLETE PLEASE RETURN TO:-                                                                                                                                                          hmppsvaccines@justice.gov.uk
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