STANDARD OPERATING PROCEDURE
OFFICE WORKING, HM PRISONS – COVID 19 

V8 – Interim Live Document - HMPPS
	Please be aware that SOP documents contain links to the HMPPS exceptional delivery platform, the link is not to be shared externally. Colleagues wishing to share content hosted on the platform externally are asked to download and redact the content appropriately, and to be aware of any security classifications before doing so. All content hosted on the platform is to be treated as OFFICIAL. 


	Revision from Previous Version: General updates made within the hazard description box, change in CEV precautions, application of the SOP in relation to overarching documents and mechanisms. Changes made to reference links and reflected changes made throughout in relation to HMP overarching documents. 


	Brief Description of Task: Working in Office Environments during COVID-19 period.


	Application of this SOP : The contents of this SOP will be applied by Stage 4/3 & 2 Prisons as part of general measures. Stage 1 Prisons may utilise any or all elements as part of escalating COVID-19 risk control measures as and if required.


	Particular Hazards:  COVID-19 is a highly infectious viral disease. Methods of transmission are from close contact with infectious persons (aerosol droplets), contact with contaminated surfaces, and via aerosols (non-close contact). Groups of people have been identified as more vulnerable or at risk of illness severity, this includes patients with serious illness requiring invasive treatments including periods of hospitalisation and intensive care unit provision. Full vaccination significantly decreases the likelihood of severe illness from currently circulating variants. GOV.UK Coronavirus will continue to a provide any change in signs and symptoms and address the potential for action on variants to current vaccines.


	PPE – Quick View

General Office Provision
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Exceptional Office Provision - close contact and an alternative method cannot be achieved to prevent <2 metres sustained contact
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	Special Safety Precaution Measures: Those who were previously considered CEV in the community are now being advised to take advice from their clinician about whether any additional precautions may be advisable for them based on their individual circumstances. Reasonable adjustments will be documented in a Personal Management Plan (PMP).

All persons will remain at least 2 metres from each other at all times where possible within the environment 

The need for 2m social distancing is the measure for deciding the capacity of any room/activity or area, including how people move to/from and how areas and equipment are cleaned after each person or group.


	Security Considerations: The normal pre COVID-19 Security arrangements will be adopted and applied for the COVID-19 phase of this activity, where different this will be outlined within separate guidance provided by HMPPS communication channels. 


	Special Equipment, Procedures or PPE needed: 

Special Procedure 
Each individual office area will carry out a risk assessment to determine how social distancing will be applied in the environment (consideration of lunches and break times also need to be assessed- please see included risk assessment example template). This will specifically deal with workers workstations being at least 2 metres distance from each other, and there being sufficient distances and gaps for all persons to move within the environment to prevent foreseeable comprising of social distancing through the working periods. Conspicuous markings and signs should be applied to areas as an assistance to keep social distancing in place (where required and identified within the assessment). Each manager will oversee area assessments and where needed make recommendations if numbers in the areas need to be adjusted accordingly.

Movement within the Building Environment
Movements to and from  offices will require careful planning to ensure a  time frame is in place to provide social distance movements of persons to and from areas. This will also require supervision and monitoring throughout via managers. 

Equipment
Hand sanitiser/hand washing will be made available to all persons on entry to buildings. Signage to be placed informing all persons to sanitise their hands on entry to the building and to wash their hands in the available wash room immediately after. Staff will be notified to continue with hand washing/sanitisations were movements from their workstations has occurred during the work period. 


Cleaning and infection prevention
Office locations will apply cleaning regimes adopted from the HMPPS Cleaning and Infection Control Guidance. Each area (for example, entrances, offices, shared locations, rest rooms and toilets). Office managers must satisfy themselves that cleaning and disinfection regimes are taking place within the areas and that adequate liaison has taken place during the risk assessment element to identify all the relevant areas requiring cleaning. Where more frequent cleaning is required the manager must make arrangements this is accounted for within the cleaning schedules for the area. 

Office Planning Considerations ( to provide social distancing measures and contact with others)

· Back to Back seating arrangements
· Side to Side seating arrangements
· Keeping activity time in the office as low as possible
· Reducing the amount of people in the office, reducing the amount of people visiting the office.
· Developing different times of working or shifts of fixed teams
· Staggering arrival and departure times 
· Avoiding non-essential travel to other areas within the building
·  Restricting access to areas in the building
· Introducing one way flow movements through buildings and the offices (providing signage)
· Limiting IT workstations to the fewest amount of people as possible, where it is unavoidable to not share a workstation to ensure disinfection measures are in place – Avoid Hot-desking where possible.
· Use remote working tools to avoid face contact meetings
· Avoid shared equipment where possible (pens/staplers)
· Staggering break times 
· Avoiding bringing personal belongings into the office environment
· Opening windows where possible to improve ventilation

Planning & Communications
Office locations will ensure each activity area and individual office has undertaken an assessment to determine social distancing can be achieved.

From the assessments, a planning board will convene to discuss the best fit of achieving safe COVID-19 related aspects of the activities with careful consideration of the below key aspects:

· Operating opening/closing times of activities at same or different times
· Movements of staff to and from activities (how to avoid social distancing issues)
· Movements within activity areas, how can these best be achieved? Are further measures for toilet uses needed?
· Cleaning and disinfection in the activity areas ( especially toilet and shared areas)
· Cleaning and disinfection of tools/equipment/items after use
· Setting an implementation date and plan
· Placing a management monitoring system of the process with physical checking in place
· Setting a review date to adjust or confirm conditions are safe
· Arranging for publication of communications to staff ensuring local trade unions are consulted prior to issue with feedback appropriately considered. 

PPE

Activities where close contact is foreseeable and an alternative method cannot be achieved to prevent <2 metres sustained contact
The following PPE will be applied (please note – activities must be clearly assessed to eliminate the requirement for close contact, only in circumstances where this cannot be achieved should PPE be used):

1, Surgical Mask 
2. Nitrile Gloves
3. Apron 

Face Masks (Staff) and Face Coverings (Residents)
HMPPS Mask and Coverings Strategies have been published providing each premises with the opportunity to mandate the application of surgical masks for staff and face covering for prisoners in areas where local assessment indicates the requirement. For example, this may be where the environment itself is difficult to achieve consistent and effective social distancing measures. Where locally directed, masks or coverings will be applied in this task/area (the application of surgical masks for staff in this instance classifies it as being “required”). Staff are also permitted to use face masks on a voluntary basis 

Exemptions
GOV.UK describes the exemption criteria where face coverings are being used. This criteria will apply for face masks used by staff in prisons. A Personal Management Plan (PMP) will be undertaken where staff in this criteria are required to wear a face mask.

Equipment and Cleaning Materials for use in hard surface hand contact activities:

Sterile wipes (containing 60% alcohol content) must be made available where shared IT is unavoidable. Push button equipment’s such as photocopiers and telephones also require wiping prior to use and again after.

Hand sanitiser gel to be available to staff as required during the day (where movements from the working area are required and hand washing is not immediately available).


	Emergency Procedures, and/or Contact Point: Normal Business as usual arrangements to be adopted as in line with the building security arrangements/Risk Assessments/Safe Systems of work/Evacuation Strategies and First Aid response. Local Managers to ensure all relevant aspects are up to date prior to re-commencement of activities not already being in place.   

	Detailed Steps to Follow

1. Managers in consultation with staff will carry out an assessment of the Office areas. Necessary liaison with others (including TU representatives, and as within the workplace assessment) will also take place in regards the cleaning arrangements in place within buildings.
2. Managers will arrange a planning board to review assessments and actions arising. These will be progressed where relevant and completed prior to commencement.
3. Managers in consultation with staff will also arrange physical reviews from the opening to ensure assessments and actions are correctly operated. This should take place at least weekly.


	 Documents –  Surgical Masks guidance for fit:





	Annex:  Hand washing, PPE Donning and Removal Guidance, HMPPS PPE selection guide and hand rub guidance.
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Donning and Doffing a Surgical Mask Guidance

To put a mask on follow the steps below

1. Before touching the
mask, wash hands with
soap and water for at least
20 seconds, alternatively
use alcohol gel if soap and
water is not available.

! Ensure flexible
band is at the TOP,
with the coloured side
of the mask on the q
OUTSIDE and white
side against the skin.

3. Secure
behind the ears.

2. Pick up the
mask using

the ear loops.

4. Pull the top and bottom
of the mask at the same
time so that the mask
covers your nose and fits
under the chin.




https://www.google.co.uk/url?sa=i&url=https://www.nationalgeographic.com/news/energy/2013/12/131213-washing-hands-hot-water-wastes-energy-health/&psig=AOvVaw0FOJKcIDS61ZaGDDbwsstU&ust=1585141236094000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCMC_n8OVs-gCFQAAAAAdAAAAABAg

https://www.google.co.uk/url?sa=i&url=https://www.cdc.gov/healthywater/hygiene/hand/handwashing.html&psig=AOvVaw0FOJKcIDS61ZaGDDbwsstU&ust=1585141236094000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCMC_n8OVs-gCFQAAAAAdAAAAABAD
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5. Fit the flexible band on the
bridge of the nose working
outwards.

Make sure the mask is fitted snug
to your face and under the chin.

To remove a mask follow the steps below

DO NOT touch the part of the mask
which covers your nose and mouth to
remove the mask

1. Wash hands with

soap and water for at

least 20 seconds,

| alternatively use alcohol

» S P gel if soap and water is
- g not available.




https://www.google.co.uk/url?sa=i&url=https://www.nationalgeographic.com/news/energy/2013/12/131213-washing-hands-hot-water-wastes-energy-health/&psig=AOvVaw0FOJKcIDS61ZaGDDbwsstU&ust=1585141236094000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCMC_n8OVs-gCFQAAAAAdAAAAABAg
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2. Remove using the ear loops
OR if wearing a mask with ties,
unfasten first the bottom and then
the top tie.

Pull away from the face
WITHOUT touching the front of
the mask

3. Keeping hold of
the ear loops
dispose of in the
clinical waste bin
provided.

4. Wash hands with
soap and water for
at least 20
seconds,
alternatively use

| _ alcohol gel if soap -
/ and water is not T o S
S A available. - T




https://www.google.co.uk/imgres?imgurl=https://www.letsrecycle.com/wp-content/uploads/2020/02/Clinical-waste-generic-shutterstock-2-scaled.jpg&imgrefurl=https://www.letsrecycle.com/news/latest-news/operators-to-be-required-to-store-clinical-waste-inside/&tbnid=ZFQg2Esn6b_nFM&vet=10CAYQMyhmahcKEwjoraS0y7PoAhUAAAAAHQAAAAAQPg..i&docid=os_rChaiGflHnM&w=2560&h=1920&q=picture of clinical waste&ved=0CAYQMyhmahcKEwjoraS0y7PoAhUAAAAAHQAAAAAQPg
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