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	Work Activity
	NPS Court work
	Persons affected
	


	Location
	
	Lead Assessor
	

	Cluster
	
	Contributors
	

	Division
	
	
	

	Assessment Date
	
	Review date
	


	Hazard
	Existing controls 
	Risk Rating


	Further action
	Final risk rating

	
	
	
	Additional controls and/or improvements to existing controls
	Lead
	Target date
	Date completed
	

	Staff working together in Court  
	Identify shielded individuals and direct to work from home/take special leave until further notice – no exception (HR advice may be required).

	Moderate
	
	
	
	
	

	
	Identify vulnerable individuals including pregnant workers and ensure 2metre social distancing is maintained always with no exceptions 
	
	.
	
	
	
	

	
	New and Expectant mothers risk assessment is undertaken for relevant individuals in line with current practices
	
	
	
	
	
	

	
	To ensure minimum staffing numbers, staff must work from home whenever possible but maintain close contact with on-site staff and provide ongoing support via video/audio technology
	
	
	
	
	
	

	
	Maintain 2meter social distance from others in court in line with PHE/Government guidance 
	
	
	
	
	
	

	
	Staff in smaller offices must not to sit facing each other. It is advised that staff sit back to back or side on if alternative space is not available – if necessary, desks must be either repositioned or cordoned off and identified as “out of use” to ensure 2meter social distancing is maintained
	
	
	
	
	
	

	
	Staff should be encouraged to wipe down the workstation before and after use. Unnecessary items should be removed from the workstation to ease cleaning.
	
	
	
	
	
	

	
	Staff may need to work on a rotational basis to keep staffing numbers low
	
	
	
	
	
	

	
	Staff should eat separately or socially distance in dining / kitchen areas
	
	
	
	
	
	

	
	Staff should not hot desk and should only use their own equipment to reduce the risk of transmission.
	
	
	
	
	
	

	
	A traffic light system may need to be introduced to ensure staff do not cross paths in narrow corridors or kitchen areas (for example)
	
	
	
	
	
	

	
	Good hand hygiene is encouraged. Staff should regularly wash their hands for at least 20 seconds with soap and water or alcohol-based hand sanitiser (at least 60% alcohol) and have access to hand drying facilities such a paper towel. 
	
	
	
	
	
	

	
	Staff should wash their hands regularly, especially as soon as they arrive at work, before meal times and after handling paperwork
	
	
	
	
	
	

	
	Where possible, staff should be encouraged to go paperless, and only use their own workstations/laptops
	
	
	
	
	
	

	
	Cutlery and communal facilities such as water jugs should be removed
	
	
	
	
	
	

	
	Signage should be displayed around the probation office with relevant information for staff
	
	
	
	
	
	

	
	Staff directed to catch cough/sneeze in a tissue, bin it and wash hands immediately. Alternatively catch the cough/sneeze in their sleeve (not hands).
	
	
	
	
	
	

	Homeworking
	Individuals to undertake the Cardinus Homeworking on-line training and self-assessment.
	Minimal
	
	
	
	
	

	Staff suspected/confirmed Covid-19 symptoms
	Staff directed to self-isolate for 14 days if they live with someone who is symptomatic and for at least 7 days if they themselves are displaying symptoms.
	Moderate
	
	
	
	
	

	
	Staff must not attend court if they have Covid-19 symptoms. If a member of the staff’s household has symptoms or has a confirmed test, the staff member must also self isolate for 14 days as per PHE guidance.
	
	
	
	
	
	

	
	Testing for staff is now available. Guidance on testing is available on the intranet. https://intranet.noms.gsi.gov.uk/news-and-updates/news/covid-19-testing-available-for-staff 
	
	
	
	
	
	

	General Movements in Court
	When going about duties, staff should always keep 2meter distance from colleagues and other court users.
	Moderate
	
	
	
	
	

	
	Communication should be given to staff to inform them of the “traffic light system” and the new ways of working to ensure 2meter social distance.
	
	
	
	
	
	

	
	Marking of 2meter spacings on floors and walls. If needed have a one in one out rule of certain areas, such as the kitchen
	
	
	
	
	
	

	
	2meter markings on floors/walls in communal areas – corridors
	
	
	
	
	
	

	
	Instigate a traffic light / one way system where possible.
	
	
	
	
	
	

	
	Entrance areas must have clear marked areas to stand and wait. Only 1 chair should be available for visitors. 
	
	
	
	
	
	

	
	Court admin should keep a register of who attends the probation office 
	
	
	
	
	
	

	Bag Checks
	Court Officer aware of HMCTs guidance on bag search and part of partnership agency inclusive system unless attending front during mid-day hours
	Minimal
	
	
	
	
	

	Court Work
	Staff must make themselves aware of HMCTS procedures of working under Covid-19. 
	Minimal
	
	
	
	
	

	
	Face to face court work must be suspended where possible. If face to face work is needed, then 2meter social distancing must be respected. 
	
	
	
	
	
	

	Interviewing Service Users
	If the court requests a report, where possible, staff must interview using video / audio conferencing facilities. 
	Moderate
	
	
	
	
	

	
	If video / audio conferencing is unavailable, then interviews should only take place in rooms / cells that offer protection via a partition, or where 2meter social distancing can take place with adequate ventilation. Alternatively, a service user can use one interview room and communicate with staff in another interview room
	
	
	
	
	
	

	
	Where possible, NPS should be given a designated interview room to undertake interviews to minimise exposure from other agencies. If this is not possible, the NPS should be supplied with sanitiser wipes made available to clean the desk.
	
	
	
	
	
	

	
	If following a risk assessment, a sneeze screen is deemed necessary in addition to the 2m distance, these can be requested via the local BSC team to be supplied via the NPS FM contract
	
	
	
	
	
	

	
	Social distancing should be maintained at all Courts wherever possible. In exceptional circumstances where essential, unavoidable and sustained sub 2 m contact has been identified as a risk, PPE should be worn, even if the individual is not symptomatic. Where a risk assessment identifies that, in particular circumstances, service users require a mask to protect their health, we will provide it for them. If this risk is known in advance or the Service User has committed an COVID-19 related offence a mask can access and carried for use in emergency.
	
	
	
	
	
	

	Staff contact with Service Users 
	Wherever possible transactions with service users should be undertaken via telephone or WhatsApp so that social distancing can be maintained. 
	Moderate
	
	
	
	
	

	
	Where face to face contact is unavoidable this is to be kept to as short time period as possible. 
	
	
	
	
	
	

	Induction Appointments 
	Court Officer to provide either at back of Court or interview room. Not to be requested to sign, Crown admin to send a follow up text/letter and update Delius
	Minimal 
	
	
	
	
	

	Service User Altercations
	Use personal alarm to summon court security. Maintain social distancing and avoid all physical contact. 
	Significant
	
	
	
	
	

	Entering and leaving the court
	Staff should understand and follow guidance issued by HMCTS
	Minimal
	
	
	
	
	

	Cleaning
	This is managed by HMCTS 
	Moderate    
	
	
	
	
	

	HSF Building checks
	Workplace inspections of the NPS areas of court are suspended
	Minimal
	
	
	
	
	

	HSF Building checks
	Daily visual checks and weekly fire point and panic alarm checks to continue in line with social distancing guidance
	Moderate
	
	
	
	
	

	HSF Building Checks
	If ventilation is believed not to be of the required standard this must be raised ASAP with the HMCTS building champion 
	
	
	
	
	
	

	Visitors to the probation areas
	Attendance to the probation office is to be by agreed appointment only. Social distancing to be maintained always 
	Moderate
	
	
	
	
	

	Body fluid exposure - possibly Covid-19 contamination
	Report to HMCTS H&S Manager immediately.
Make H&S incident report.

Seek medical advice.
	Significant
	
	
	
	
	

	Driving at Work
	Essential travel only to be undertaken in line with current government guidance. No car sharing should take place. Where possible HMCTS should allow NPS staff to use car par facilities to minimise public transport use

	Minimal
	
	
	
	
	

	Fire and other emergencies
	This is managed by HMCTS. If workstations / areas have changed or been relocated due to Covid-19, then staff must ensure there are familiar with the nearest fire exit and any amended evacuation strategies. Social distancing must be respected as much as possible in an emergency evacuation.
	Moderate
	
	
	
	
	

	Stress
	Follow current occupational health and stress risk assessment procedures. See wellbeing guidance and intranet for additional management support.
	Moderate
	
	
	
	
	

	Ventilation
	This is managed by HMCTS
	Moderate
	
	
	
	
	

	Lifts
	This is managed by HMCTS 
	Moderate 
	
	
	
	
	

	Confirmed Covid -19 cases
	Staff who have tested positive for Covid-19 must self isolate, as should members of their family, as per government guidelines. An NPS incident form should be completed and sent to divisional HS&F functional mailboxes. 
	
	
	
	
	
	


	Risk rating model (severity x probability = risk rating)

	Severity of harm
	Probability of harm

	
	1 low
	2 medium
	3 high

	1 low
	minimal
	minimal
	moderate

	2 medium
	minimal
	moderate
	significant

	3 high
	moderate
	significant
	intolerable



