UK Maths Trust

Health and Safety Policy

The United Kingdom Mathematics Trust's (UKMT) Health and Safety policy sets out our approach
and commitment, together with the arrangements we have put in place, to manage health, safety
and wellbeing in the workplace and at UKMT events.

Statement of Intent

UKMT will take all reasonable steps to ensure the health, safety and wellbeing at work of all
employees and others who may be affected, in accordance with current legislation.

We will provide necessary information, instruction and training to ensure that all employees,
trustees, volunteers and participants are aware of their duties and responsibilities under relevant
legislation and to ensure the implementation of this policy.

Risk assessments will be undertaken and reviewed on a regular basis to ensure the identification
of all significant hazards and corrective action required to reduce the risk to an acceptable level.

Sufficient resources will be provided to meet the requirements of Health and Safety legislation.
UKMT's general intentions are to:

e Provide adequate control of the health and safety risks to all employees and others arising
from our work activities;

e Consult with employees, trustees, volunteers and participants on matters affecting health
& safety;

e Provide and maintain safe premises and work equipment;
e Provide adequate information, instruction, training and/or supervision;

e Conduct regular safety audits to measure performance and identify areas for
improvement;

e Maintain safe and healthy working conditions; and

e Review and revise this policy at regular intervals.

Responsibilities

To implement the Health and Safety Policy for employees, volunteers and participants. In
particular, the Board of Trustees has responsibility for those attending events outside of schools
and sometimes in unknown settings, organised and run by UKMT volunteers.

e Decisions may be delegated to UKMT Committees; e.g. the Board of Trustees may ask
BMOS to assess the competence of employees or volunteers to lead overseas residential
trips.

e To provide adequate resources to allow the health & safety policy and risk assessments to
be effective.
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e To appoint competent persons to meet the requirements of health and safety law, as
defined by The Management of Health and Safety at Work Regulations 1999.

e To appoint competent Manager(s) who are responsible for the day-to-day management of
health and safety at the UKMT office.

e To positively promote health and safety in all activities.

e To actively engage in the assessment of risk in activities being undertaken and to
understand, initiate and monitor the effectiveness of the implementation of the control
measures.

e To ensure that all proposed changes to equipment or premises are fully assessed for
health and safety impact prior to change or purchase.

e To make health and safety information available.

e To monitor accidents and near misses, to investigate and implement appropriate and
timely control measures and report accidents as applicable.

e Take appropriate action when statutory and / or UKMT standards are breached.

The UKMT management team may delegate day-to-day responsibility for health and safety whilst
retaining overall accountability.

e To lead and positively promote health, safety and wellbeing in all activities undertaken.

e To actively engage in the assessment of risk in all workplace activities undertaken and
implement identified control measures.

e To maintain responsibility for the health, safety and wellbeing of employees and visitors
and conduct routine site safety audits.

e To ensure that all employees receive adequate information, instruction and training
relevant to their role.

e To investigate all health and safety risks, taking appropriate action to rectify unsafe
systems or actions.

e To make health, safety, and wellbeing information readily available.

e To monitor incidents and near misses within their area of control, investigate and
implement appropriate and timely control measures and report incidents onwards.

e To ensure equipment is maintained and conforms to all relevant statutory provisions.

e To ensure that work equipment is suitable for its purpose and comply with all relevant
statutory provisions.

e To provide first aid, firefighting and any other relevant emergency equipment and ensure a
sufficient number of employees are trained to deal with emergencies.

e To liaise with the Pure Office Facilities team as required and ensure any suggestions made
to improve health, safety and wellbeing are considered and implemented or reported
where appropriate.
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The UKMT team coordinators oversee risk assessments for all UKMT events to ensure the safety of
all those attending as far as is reasonably practicable. Risk assessments are reviewed and signed
off by the Chair of the UKMT Risk and Compliance Board Committee.

To achieve and maintain high standards of health and safety all employees shall, in accordance
with sections 7 and 8 of the Health and Safety at Work etc. Act 1974 and Regulation 14 of the
Management of Health and Safety at Work 1999:

Take reasonable care of their own health and safety and that of others, observe fully any
safety rules and abide by the health and safety policy at all times.

Neither intentionally, nor recklessly, interfere with or misuse controls put in place to
safeguard health and safety and avoid any improvising that leads to unnecessary risks.

Not operate work equipment or undertake a task that they are not competent, or
authorised, to use and use all safety equipment and protective clothing provided.

Keep work equipment in good condition.
Co-operate on all matters of health and safety.

Report all accidents, incidents, or dangerous occurrences whether injury was sustained or
not.

Attend/ complete training designed to improve health and safety in the workplace.
Be aware of fire and emergency procedures.
Work to the highest possible standards of safety.

Report any defects in work equipment and/ or any obvious health risks immediately.

Non-compliance with our health and safety policy or procedures may result in disciplinary action in
line with our Disciplinary Policy.

Whilst these regulations do not directly apply to volunteers, UKMT still has a duty of care to protect
volunteers under common law which means volunteers should adhere to the guidance provided
by UKMT even though they are not technically considered employees.

Ensure that UKMT is aware of any medical, dental or personal challenges that could
affect their participating child.
Collect their child from the designated point at the end of a UKMT event in a timely

manner.
Provide emergency contact details throughout the duration of the event.

Follow the rules of UKMT events.
Inform the event leader of their whereabouts and remain in pairs (or more) when leaving
the venue or accommodation where free time is allowed.
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Arrangements For Implementation

In line with the duty placed upon us by the Management of Health and Safety at Work Regulations
1999, we ensure that risk assessments are carried out for all work activities and UKMT events.

Risk assessments are periodically reviewed to ensure that they remain effective and relevant to
our work activities and are stored centrally on the UKMT shared drive.

UKMT events are considered individually and a risk assessment produced for each event.

Where a risk is unable to be minimised to an acceptable level, the findings will be reported to the
Risk and Compliance Committee.

BrightSafe is a web-based system that is designed to record and store accident information and to
produce, hold and manage risk assessments, hold clear due diligence trails and policy
documentation.

Employee training is managed through BrightSafe including the provision of e-learning tutorials.

UKMT will at all times, have a valid employer's and public liability insurance policy for at least £5
million.

Insurance certificates are displayed within the UKMT office and stored in the UKMT Team shared
drive.

Further Arrangements for Implementation are detailed in Appendix 1.

Queries & Amendments

Questions about this policy, or requests for further information, should be directed to

director@ukmt.org.uk
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Appendix 1. Arrangements For Implementation

UKMT is committed to preventing accidents and incidents of ill health in the workplace and at our
events. Although every effort will be made to prevent accidents, procedures are in place for the
recording, reporting and investigation of any such occurrences. We are committed to investigating
all accidents and incidents.

Consumption of alcohol or non-medically prescribed drugs is not permitted, nor must employees
or volunteers be under their influence when reporting for work or attending UKMT events because
of the adverse effects that they can have on conduct and work equipment operation.

Employees and/ or volunteers who have been prescribed drugs or have any other medical
condition that may affect their ability to work or attend UKMT events safely must inform their Line
Manager or UKMT Volunteer Manager immediately.

Employees and/ or volunteers thought to be under the influence of alcohol or drugs will be
removed from the premises and employees may face disciplinary action in line with UKMTs
Disciplinary Policy.

To meet the requirements of the Control of Asbestos Regulations 2012 and manage the risk from
asbestos, Pure Offices have confirmed that there is no asbestos in the UKMT team office building.

In accordance with the Safety Representative and Safety Committee Regulations 1977 and the
Health and Safety (Consultation with Employees) Regulations 1996, employees and volunteers are
encouraged to bring to the attention of their Line Manager/ Volunteering Manager any issues
relating to safety.

Closed-Circuit Television (CCTV) Systems are installed in Pure Offices, which cover relevant areas of
the premises.

CCTV may be installed at event venues and will be detailed in the event risk assessment as
applicable.

UKMT will assess and control health risks from exposure to display screen equipment in
accordance with the Health and Safety (Display Screen Equipment) Regulations 1992.

DSE users are provided with training and instruction regarding ergonomics and safe working
practices via the BrightSafe e-learning module. A DSE self-assessment must be completed by all
new employees, every two years and/ or whenever a significant change is made to a workstation.
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The results will be monitored by line managers and remedial actions implemented and
documented.

Habitual display screen equipment users are entitled to free eye tests and corrective lenses where
these are needed for working with display screen equipment.

All volunteers who work directly with children undertake an Enhanced DBS check prior to
engagement. Further information around DBS checks is available via POL002 Safeguarding

Policy.

UKMT will comply with the Electricity at Work Regulations 1989, with regard to electric shock,
socket outlets and plug tops, switches, conduits and cables etc.

Employees and volunteers must complete a visual inspection of electrical equipment before use
and not attempt to repair or modify any electrical item. Where faults occur, they must be reported
for action to be taken.

The fixed electrical installation will be checked and recorded on a 5 yearly interval by Pure Office.

Personal electrical equipment should only be brought to the workplace or UKMT events if there is
a specific work-related justification for its use.

We recognise that some employees and volunteers may from time to time be at increased risk of
injury or ill-health resulting from work activities or attendance at a UKMT event.

Employees must advise their Line Manager and volunteers must advise the UKMT Volunteer
Manager, if they become aware of any change in their personal circumstances which could result
in them being at increased risk; this could include medical conditions, permanent or temporary
disability, taking medication and pregnancy.

As an equal opportunity employer, UKMT will ensure that reasonable adjustments of employment
and/ or volunteer arrangements or premises are made in order not to place disabled people at a
substantial disadvantage.

UKMT aims to help protect the environment and seek, as far as is reasonably practicable, to
minimise our effect on the environment by:

Taking environmental issues into account when planning and conducting activities.
Complying with regulatory requirements and working with regulatory bodies.

Providing environmentally friendly products where possible

Seeking to control and reduce energy consumption, water usage, waste, noise, dust, light
emissions and colleague traffic movement.

e Seeking to continually improve our performance in the above areas.
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We will assess and control the risks from fire in accordance with the Regulatory Reform (Fire
Safety) Order 2005.

The UKMT office is equipped with appropriate firefighting equipment, fire detection and fire
warning systems that are suitable and sufficient for the features of the premises, the activity
carried out and the hazards present. Emergency routes and exits are maintained in good working
order and unobstructed. Fire safety hardware is maintained by Pure Offices.

Emergency plans are in place to follow in the event of fire or sounding of the alarm.

New employees are given a basic fire safety induction and further mandatory training on fire
awareness is via the e-learning module on BrightSafe.

All UKMT events include welcome briefings which cover fire procedure and evacuation points at
the host venue. Each venue has evacuation procedures in place which are always clearly
signposted.

In the event of fire or sounding of the alarm, or in any other emergency situation (such as a bomb
threat), all employees should stop what they are doing and walk to the nearest safe exit in a calm
manner and assemble at the designated assembly point.

Practice fire drills will be conducted on a frequent basis by Pure Offices to ensure familiarity with
emergency evacuation procedures.

Event leaders are responsible for communicating emergency evacuation procedures to students, volunteers
and/ or teachers at the start of each event or arrival at the accommodation.

We acknowledge that first aid can save lives and prevent minor injuries becoming major ones. The
UKMT office holds a stocked first aid kit and an appointed person to take charge of first aid
arrangements. Where a first aid needs assessment determines it as necessary, this will be
supplemented by additional provisions.

Information is provided to all employees on the first aid arrangements.

Line Managers are responsible for informing employees about accident reporting procedures,
introducing them to first aiders and advising them on the location of first aid kits / eye wash
stations during their initial induction.

All UKMT overseas events have a designated First Aider in attendance alongside a fully stocked first
aid kit. At UK events, each venue has their own first aid provision in place which is always clearly
communicated. Volunteers should not give treatment beyond elementary first aid, except in an
emergency.
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Gas boilers and all associated flues and fittings are subject to an annual service by a GAS SAFE
registered engineer that is arranged and recorded by Pure Offices. Employees are not permitted to
interfere with gas supplies or associated attachments under any circumstance.

All employees are provided with the necessary equipment to facilitate home working and home
workstations are discussed to ensure team members have everything they need. A DSE home
workstation self-assessment must be completed by all new employees, every two years and/ or
whenever a significant change is made to a workstation. The results will be monitored by line
managers and remedial actions implemented and documented.

Pure Offices and UKMT will ensure that standards of cleanliness are maintained in all areas of the
UKMT office.

All floors and routes in the UKMT office and event locations will be maintained in good repair so as
to reduce the health and safety risk to employees, visitors, volunteers and participants. Routes and
fire escapes will be kept clear of obstructions.

It is the responsibility of all employees and volunteers to ensure the following:

e Materials and equipment must be stored safely and tidily at all times

e Walkways, walking areas and exits must be kept clear and free from obstructions at all
times

e Ifwater is spilt on the floor it should be wiped immediately to avoid slipping
e Trailing cables should not be left in any walking area

e Where objects are stored in or around a walking area, care must be taken to ensure that
no long or sharp edges jut out into the walking area

UKMT provides employees with adequate information, instruction, training and/or supervision to
enable them to undertake their duties safely.

Written records of training are maintained, with all new starters given induction training relevant
to their duties.

Employee lone working in Pure Offices should only be undertaken if absolutely necessary and in
accordance with our Lone Working Policy.
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The competency of contractors is checked by Pure Offices before services are engaged for the
UKMT office. This includes qualifications, insurance, membership of professional bodies and
previous experience.

Employees and contractors will be advised of risks they may be exposed to (e.g., asbestos, live
electrics etc.) and all site rules they must follow prior to commencing work.

To assist in the security of the UKMT office the following will be applicable to visitors.

e \Visitors are expected to sign in on arrival and supervised when on site by the colleague or
volunteer they are visiting.

e Visitors are given information on fire procedures and any applicable health and safety
measures to follow on site at the time of their visit.

UKMT will take all reasonable steps to reduce and avoid hazardous manual handling activities. If
this is not possible we are committed to undertaking a suitable risk assessment to identify
practical controls that will reduce the risk of injury.

New employees undertake mandatory manual handling training via the e-learning module on
BrightSafe.

UKMT will undertake regular inspections of the UKMT office and checks to monitor health and
safety standards and ensure a healthy and safe workplace.

Managers will also complete occasional health and safety spot checks.

UKMT events are considered individually and a risk assessment produced for each event.

Once UKMT has been informed in writing that a colleague or volunteer is pregnant, a risk
assessment will be carried out which will consider the type of work/ role normally undertaken and
the working environment. Pregnant employees / volunteers/ nursing mothers will not be allowed
to come into contact with hazardous substances or processes that could affect the health of the
child.

UKMT will comply with the law as set out in the Provision and Use of Work Equipment Regulations
1998 and endeavour to ensure that all equipment used in the workplace and event venues is safe
and suitable for the purpose for which it is used.
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Employees will be provided with adequate information and training to enable them to use work
equipment specific to their job role safely.

No device or equipment should be used outside of the manufacturer’s guidance.
All work equipment will be clearly marked with health and safety warnings where appropriate.

All devices and equipment must be properly and safely stored when not in use.

UKMT will follow DfE and FCO advice for overseas events and Outdoor Education Advisers' Panel
(OEAP) National Guidance where appropriate.

Parental, guardian or carer consent is obtained prior to the event. Employees and volunteers
responsible for residential event participants have a 24 hour duty of care to ensure the health
and safety of participants. The number of adults at UKMT events is dependent on the number,
gender, participant needs and location.

The age of participants and the nature and location of the event will determine the degree of
supervision required.

UKMT events are considered individually and a risk assessment produced for each event. These
are reviewed by the leader/ deputy leader at the event location and any significant issues
addressed by appropriate mitigation steps; the UKMT coordinator must be informed as soon as
is practical. If hazards cannot be mitigated at an overseas event, the Board of Trustees will
support the leader’s decision to return home. The UKMT coordinator will organise emergency
planning including emergency contact details.

A trained first aider attends overseas trips and carries a first aid box with details of how to
contact emergency services in that country.

At UK camps, known first aid provision is in place. Volunteers should not give treatment beyond
elementary first aid, except in an emergency.

Where required, suitable and sufficient safety signs shall be posted in accordance with The Health
and Safety (Safety Signs and Signals) Regulations 1996.

All safety signs shall be maintained in a clean and clearly visible condition.

Smoking or vaping is not permitted anywhere inside Pure Offices or event venues. Smoking is only
permitted in designated smoking areas.

Employees working face to face with members of the public are at greatest risk from violence and
aggression. UKMT will provide training and support to employees who may be at a specific and
high risk from threats or violence.
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UKMT complies with the EU Working Time Directive by keeping a record of hours worked by
employees.

In line with the Workplace (Heath, Safety and Welfare) Regulations 1992 UKMT are committed to
providing a workplace conducive to productivity and the wellbeing of all employees and
volunteers.

The Health and Safety Executive defines stress as the adverse reaction people have to excessive
pressure or other types of demand placed on them. UKMT recognise that workplace stress may at
times be a health and safety issue and acknowledge the importance of identifying and reducing
workplace stressors within our workplace and event risk assessments.

Persons under the age of 18 years may be employed (or placed on work experience) but only after
a risk assessment has been carried out. Factors considered within the assessment are physical
strength, possible smaller size, any health issues and any physical and learning difficulties. The
assessment also considers their inexperience and lack of awareness.

Induction training is provided, and clear instructions on the tasks young people should not be
involved in. At all times, a young person will be adequately supervised and will be given the
appropriate training before being asked to undertake any given task.
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