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Bullying and Harassment 
____________________________________________________ 

Our aim is to provide a working environment that respects the rights of each 
individual employee and where colleagues treat each other with the utmost respect. 
Any behaviour that undermines this aim is totally unacceptable.  

All forms of harassment and bullying will not be tolerated under any circumstances. 

While implementing and upholding the policy is the duty of all of our managers and 
supervisors, all employees have a responsibility to ensure that harassment has no 
place in the workplace.  

This policy does not form part of any employee's contract of employment, and we 
may amend it at any time. 

Principles and Procedure 

The following procedure has been designed to inform employees about the type of 
behaviour that is unacceptable and provides employees who are the victims of 
harassment and bullying with a means of redress.  

It covers bullying and harassment by staff (which may include consultants, 
contractors and agency workers) and also by third parties such as customers, 
suppliers or visitors to our premises. 

This policy also applies to work-related functions held outside of normal working 
hours, either on or off the organisation's premises, such as Christmas parties, leaving 
celebrations, working lunches, etc.  

Harassment 

Definition  
Harassment is any unwanted physical, verbal or non-verbal conduct that 
intentionally or unintentionally violates a person's dignity, or creates an intimidating, 
hostile, degrading, humiliating or offensive working environment for them. A single 
incident can amount to harassment.  

It also includes treating someone less favourably because they have submitted or 
refused to submit to such behaviour in the past. 

Unlawful harassment may involve conduct of a sexual nature (sexual harassment), or 
it may be related to age, disability, gender reassignment, marital or civil partner 
status, pregnancy or maternity, race, colour, nationality, ethnic or national origin, 
religion or belief, sex or sexual orientation. Harassment is unacceptable even if it 
does not fall within any of these categories. 

A person may be harassed even if they were not the intended "target". For example, 
a person may be harassed by racist jokes about a different ethnic group if the jokes  



create an offensive environment. 

Examples of harassment  
Employees may not always realise that their behaviour constitutes harassment, but 
they must recognise that what is acceptable to one employee may not be acceptable 
to another - determining what is acceptable is an individual right that we must all 
respect. Examples of harassment include (but are not restricted to):  

1. Verbal harassment
Examples include crude language, open hostility, offensive jokes, suggestive
remarks, innuendoes, rude or vulgar comments, malicious gossip and offensive
songs

2. Non-verbal harassment
Examples include wolf-whistles, obscene gestures, sexually suggestive
posters/calendars, pornographic material (both paper-based and generated on
a computer, including offensive screensavers), graffiti, offensive letters,
offensive emails, text messages or social media content and offensive objects
(this can include mocking, mimicking or belittling a person because of their
characteristic)

3. Physical and sexual harassment
Examples include unnecessary or unwanted "horseplay" including touching,
patting, pinching or brushing against another employee's body, intimidating
behaviour, assault and physical coercion as well as unwelcome sexual advances
or suggestive behaviour (which the harasser may perceive as harmless)

4. Coercion
Examples include pressure for sexual favours (e.g. to get a job or promotion)
and pressure to participate in political, religious or trade union Clubs, etc.

5. Isolation or non-cooperation and exclusion from social activities
6. Intrusion

Examples include stalking, pestering, spying, etc.

Sexual Harassment 

Recent changes in legislation mean that employers must take reasonable steps to 
prevent sexual harassment. This duty requires employers to anticipate and 
prevent sexual harassment, including harassment from third parties like 
customers, clients, and visitors.  Employers must now proactively take steps to 
prevent sexual harassment in the workplace, rather than just responding to it 
after it occurs. 

The duty extends to preventing harassment from third parties, not just other 
employees, a key issue in the environment Durham Cricket operates in. 

The Equality and Human Rights Commission (EHRC) can now take enforcement 
action if they find evidence of an employer failing to take reasonable steps to 
prevent sexual harassment.  

The law emphasizes the need for employers to create a workplace culture where 
sexual harassment is understood to be unacceptable and where staff feel safe to 



report incidents.  If you believe you have been subject to sexual harassment, then 
you should report this to your line manager.  If for whatever reason you do not 
wish to raise it with your line manager, then the issue can be reported to the 
Chief Operating Officer. 

All reported instances will be fully investigated and, if the accusation is proven, 
the issue will be dealt with as a serious matter and via the disciplinary process. 
Staff should feel confident that they can report incidents of harassment with no 
fear of retaliation. 

Each senior manager will regularly assess the workplace for potential risks of 
sexual harassment and take steps to mitigate those risks.  This includes actively 
addressing behaviours that could be interpreted as harassing, addressing any 
concerns promptly, and taking appropriate disciplinary action when necessary.  

Bullying  

Definition  

Bullying is offensive, intimidating, malicious or insulting behaviour involving the 
misuse of power that can make a person feel vulnerable, upset, humiliated, 
undermined or threatened. Power does not always mean being in a position of 
authority but can include both personal strength and the power to coerce through 
fear or intimidation. 

Bullying can take the form of physical, verbal and non-verbal conduct. Bullying may 
include, by way of example: 

• physical or psychological threats;

• overbearing and intimidating levels of supervision;

• inappropriate derogatory remarks about someone's performance;

Legitimate, reasonable and constructive criticism of a worker's performance or 
behaviour, or reasonable instructions given to workers in the course of their 
employment, will not amount to bullying on their own. 

Examples of bullying 
Workplace bullying can range from extreme forms such as violence and intimidation 
to less obvious actions like deliberately ignoring someone at work.  
These can be split into two categories:  
1. Obvious bullying:

Examples include: 
a) Shouting or swearing at people in public and private
b) Persistent criticism
c) Ignoring or deliberately excluding people
d) Persecution through threats and instilling fear
e) Spreading malicious rumours
f) Constantly undervaluing effort



g) Dispensing disciplinary action which is totally unjustified
h) Spontaneous rages, often over trivial matters

2. Less obvious bullying:

Examples include: 
a) Withholding information or supplying incorrect information
b) Deliberately sabotaging or impeding work performance
c) Constantly changing targets
d) Setting individuals up to fail by imposing impossible deadlines
e) Removing areas of responsibility and imposing menial tasks
f) Blocking applications for holiday, promotion or training

These examples listed are not exhaustive. The actions listed must be viewed in terms 
of the distress they cause the individual. As with harassment, it is the perceptions of 
the recipient that determines whether any action or statement can be viewed as 
bullying.  

The Impact of Harassment and Bullying  

Harassment and bullying can extract a high price on our employees and the 
organisation alike.  

Bullied or harassed employees will suffer the effects of fear, stress and anxiety, 
which can put great strains on personal and family life. Harassment and bullying can 
lead to illness, absenteeism, an apparent lack of commitment, poor performance 
and resignation.  

The damage, tension and conflict that harassment and bullying create should not be 
underestimated. The result is not just poor morale, but higher staff turnover, 
reduced productivity, divided teams, poor service and poor product quality.  

Our public image can be badly damaged when incidents of harassment and bullying 
occur, particularly when they attract media attention. This can result in us losing 
some of our customers, who could equally communicate negative views and 
comments to other companies or personal contacts.  

Enforcement 

The examples of harassment and bullying provided in this policy are not exhaustive. 
Any harassment or bullying will be classed as gross misconduct, for which employees 
may be summarily dismissed.  

All employees will be informed of the organisation's policy towards harassment and 
bullying:  

1. During induction training
2. Via communication and awareness programmes



It will be stressed that all complaints of harassment will be treated very seriously. 

The organisation expects all managers and supervisors to ensure that this policy and 
procedure is adhered to at all times and expects all employees to respect the dignity 
of their colleagues. The policy will be regularly monitored to ensure that it is 
achieving its aims, and that managers and employees are confident about its 
application.  

Training, Communication and Awareness  

The organisation recognises that a written policy, though an essential first step, is 
not sufficient to eliminate harassment and bullying.  

Prominent and regular communication, training and awareness is important to 
ensure that all our employees:  

1. Understand our commitment to prevent harassment
2. Understand their responsibilities and role in the process
3. Know where to seek advice and guidance
4. Know how to make complaints and are confident that they will be handled

effectively

We are committed to using a number of different ways in which to communicate our 
policy effectively.  

These are: 
1. Training and awareness programmes for all staff at all levels
2. Briefings for employee and trade union representatives
3. Posters
4. Items on staff notice boards
5. A section in the staff handbook
6. Management guides
7. Employee guides
8. Counsellors/advisers who can guide employees through the policy and

procedures
9. Articles in the staff magazine
10. Inclusion in briefing meetings
11. Inductions

If You Are Being Harassed or Bullied 

If you are being harassed or bullied, consider whether you feel able to raise the 
problem informally with the person responsible. You should explain clearly to them 
that their behaviour is not welcome or makes you uncomfortable. If this is too 
difficult or embarrassing, you should speak to your line manager, or the HR 
Department, who can provide confidential advice and assistance in resolving the 
issue formally or informally. 
If informal steps are not appropriate, or have not been successful, you should raise 
the matter formally under our Grievance Procedure. 



We will investigate complaints in a timely and confidential manner. The investigation 
will be conducted by someone with appropriate experience and no prior 
involvement in the complaint, where possible. Details of the investigation and the 
names of the person making the complaint and the person accused must only be 
disclosed on a "need to know" basis. We will consider whether any steps are 
necessary to manage any ongoing relationship between you and the person accused 
during the investigation.  

Once the investigation is complete, we will inform you of our decision. If we consider 
you have been harassed or bullied by an employee the matter will be dealt with 
under the Disciplinary Procedure as a case of possible misconduct or gross 
misconduct. If the harasser or bully is a third party such as a customer or other 
visitor, we will consider what action would be appropriate to deal with the problem. 
Whether or not your complaint is upheld, we will consider how best to manage any 
ongoing working relationship between you and the person concerned. 

Continuing to Work Together 

Whether a complaint is upheld or not, the organisation recognises that it may be 
difficult for the employees concerned to continue to work in close proximity to one 
another during the investigation or following the outcome of the proceedings. If this 
is the case the organisation will consider a voluntary request from either party to 
transfer to another job or work location. However, a transfer cannot always be 
guaranteed.  

It may be appropriate to arrange some form of mediation and/or counselling, or to 
change the duties, working location or reporting lines of one or both parties. 

Monitoring  

Where harassment or bullying has been found to have occurred, and the perpetrator 
remains in employment, regular checks will be made to ensure that harassment has 
stopped and that there has been no victimisation or retaliation against the victim. 
The organisation will also ensure that the employee who committed the act of 
harassment or bullying is not victimised in any way.  

Protection and support for those involved 

Staff who make complaints or who participate in good faith in any investigation must 
not suffer any form of retaliation or victimisation as a result. Anyone found to have 
retaliated against or victimised someone in this way will be subject to disciplinary 
action under our Disciplinary Procedure. 

Malicious Complaints  



Where a complaint is blatantly untrue and has been brought out of spite, or for 
some other unacceptable motive, the complainant will be subject to the 
organisation's disciplinary procedure, as will any witnesses who have deliberately 
misled the organisation during its investigations.  

Record-keeping 

Information about a complaint by or about an employee may be placed on the 
employee's personnel file, along with a record of the outcome and of any notes or 
other documents compiled during the process.  
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	Durham Cricket - Health & Safety Policy
	(incorporating Durham Cricket CIC, Durham Cricket Events & Durham Cricket Foundation)
	In general, the organisation operates a discretionary approach to compassionate leave, and as such requests will be considered on an individual basis. Compassionate leave is designed to help you cope with the death of a close relative, deal with neces...
	Your statement of terms and conditions of employment will inform you of your annual leave entitlement.
	Leave Year
	The organisation’s holiday year runs from 01 April to 31 March. If your employment starts or finishes part way through the holiday year, your holiday entitlement during that year shall be calculated on a pro-rata basis.
	Public Holidays
	Half Day’s Leave
	Sage HR Leave System
	Unused Holiday
	To promote fairness and equality for all staff these Time off in Lieu guidelines provide information to all employees and managers when actual hours of work are in excess of contracted hours of work and how to deal with compensating for these extra ho...
	Due to the nature of the business Durham Cricket is engaged in, which has a significant summer bias to its activity, there will be times when you are required to work additional hours to meet all organisational requirements.  However, it is also likel...
	Any time in lieu accumulated should be taken as soon as practically possible after the day it has been accrued, and ideally within 14 days. If this is not possible, you should inform your line manager and agree a suitable date for taking time back at ...
	Normally no more than one day at a time should be taken as TOIL; this is at the discretion of your line manager. Taking back time owed in lieu should not be used as an alternative to taking annual leave. If you wish to take TOIL in conjunction with an...
	Your line manager should ensure that you are given reasonable opportunities to take accrued TOIL within the approved period. Requests for TOIL will normally be approved unless there is a specific reason for refusing the request (such as lack of cover,...
	The operation of TOIL depends on mutual trust between staff and line manager.

	5J.  Working hours
	You may not work more than 48 hours a week unless agreed by your line manager in accordance with the Working Time Regulations and following signature of a 48- hour opt out form.
	If you regularly work additional hours, then your working hours may need to be formally amended to reflect this. Typically, no more than 14 additional hours should be worked in a four-week period. This will apply on a pro rata basis for part-time staf...
	The primary aim of this procedure is to provide a framework within which managers can work with staff to maintain satisfactory performance standards and to encourage improvement where necessary.
	It is our policy to ensure that concerns over performance are dealt with fairly and that steps are taken to establish the facts and to give employees the opportunity to respond at a hearing before any formal action is taken.
	This policy does not apply to cases involving genuine sickness absence, proposed redundancies or misconduct. In those cases, reference should be made to the appropriate policy or procedure in the Staff Handbook.
	This procedure applies to all employees regardless of length of service. It does not apply to agency workers or self-employed contractors.
	This procedure does not form part of any employee's contract of employment, and it may be amended at any time.
	• clarify the required standards;
	• identify areas of concern;
	• establish the likely causes of poor performance and identify any training needs; and/or
	• set targets for improvement and a time-scale for review.
	Employees will not normally be dismissed for performance reasons without previous warnings. However, in serious cases of gross negligence, or in any case involving an employee who has not yet completed their probationary period, dismissal without prev...
	If we have concerns about your performance, we will undertake an assessment to decide if there are grounds for taking formal action under this procedure. The procedure involved will depend on the circumstances but may involve reviewing your personnel ...
	If we consider that there are grounds for taking formal action over alleged poor performance, you will be required to attend a capability hearing. We will notify you in writing of our concerns over your performance, the reasons for those concerns, and...
	• A summary of relevant information gathered as part of any investigation.
	• A copy of any relevant documents which will be used at the capability hearing.
	• A copy of any relevant witness statements, except where a witness's identity is to be kept confidential, in which case we will give you as much information as possible while maintaining confidentiality.
	We will give you written notice of the date, time and place of the capability hearing. The hearing will be held as soon as reasonably practicable, but you will be given a reasonable amount of time to prepare your case based on the information we have ...
	You may bring a companion to any capability hearing or appeal hearing under this procedure. The companion may be either a trade union representative/official or a colleague. You must tell the manager conducting the hearing who your chosen companion is...
	A companion is allowed reasonable time off from duties without loss of pay but no-one is obliged to act as a companion if they do not wish to do so.
	If your companion is unavailable at the time a hearing is scheduled and will not be available for more than five working days, we may require you to choose someone else.
	If you or your companion cannot attend the hearing, you should inform us immediately and we will usually arrange an alternative time. You must make every effort to attend the hearing, and failure to attend without good reason may be treated as miscond...
	The hearing will normally be held by your manager or a more senior manager. You may bring a companion with you to the hearing. Your companion may make representations, ask questions, and sum up your case, but will not be allowed to answer questions on...
	You may ask relevant witnesses to appear at the hearing, provided you give us sufficient advance notice to arrange their attendance. You will be given the opportunity to respond to any information given by a witness.
	The aims of a capability hearing will usually include:
	• Setting out the required standards that we believe you may have failed to meet and going through any relevant evidence that we have gathered.
	• Allowing you to ask questions, present evidence, call witnesses, respond to evidence and make representations.
	• Establishing the likely causes of poor performance including any reasons why any measures taken so far have not led to the required improvement.
	• Identifying whether there are further measures, such as additional training or supervision, which may improve performance.
	• Where appropriate, discussing targets for improvement and a time-scale for review.
	• If dismissal is a possibility, establishing whether there is any likelihood of a significant improvement being made within a reasonable time and whether there is any practical alternative to dismissal, such as redeployment.
	A hearing may be adjourned if we need to gather any further information or give consideration to matters discussed at the hearing. You will be given a reasonable opportunity to consider any new information obtained before the hearing is reconvened.
	We will inform you in writing of our decision and our reasons for it, usually within one week of the capability hearing. Where possible we will also explain this information to you in person.
	Following a Stage 1 capability hearing, if we decide that your performance is unsatisfactory, we will give you a first written warning, setting out:
	• The areas in which you have not met the required performance standards.
	• Targets for improvement.
	• Any measures, such as additional training or supervision, which will be taken with a view to improving performance.
	• A period for review.
	• The consequences of failing to improve within the review period, or of further unsatisfactory performance.
	The warning will normally remain active for six months from the end of the review period. After the active period the warning will remain permanently on your personnel file but will be disregarded in deciding the outcome of any future capability proce...
	Your performance will be monitored during the review period, and we will write to inform you of the outcome:
	• if your line manager is satisfied with your performance, no further action will be taken.
	• if your line manager is not satisfied, the matter may be progressed to a Stage 2 capability hearing; or if the manager feels that there has been a substantial but insufficient improvement, the review period may be extended.
	If your performance does not improve within the review period set out in a first written warning, or if there is further evidence of poor performance while your warning is still active, we may decide to hold a Stage 2 capability hearing. We will send ...
	Following a Stage 2 capability hearing, if we decide that your performance is unsatisfactory, we will give you a final written warning, setting out:
	• the areas in which you have not met the required performance standards;
	• targets for improvement;
	• any measures, such as additional training or supervision, which will be taken with a view to improving performance;
	• a period for review; and
	• the consequences of failing to improve within the review period, or of further unsatisfactory performance.
	A final written warning will normally remain active for 12 months from the end of the review period. After the active period, the warning will remain permanently on your personnel file but will be disregarded in deciding the outcome of future capabili...
	Your performance will be monitored during the review period, and we will write to inform you of the outcome:
	• if your line manager is satisfied with your performance, no further action will be taken;
	• if your line manager is not satisfied, the matter may be progressed to a Stage 3 capability hearing; or
	• if the manager feels that there has been a substantial but insufficient improvement, the review period may be extended.
	We may decide to hold a Stage 3 capability hearing if we have reason to believe:
	• your performance has not improved sufficiently within the review period set out in a final written warning;
	• your performance is unsatisfactory while a final written warning is still active; or
	• your performance has been grossly negligent such as to warrant dismissal without the need for a final written warning.
	Following the hearing, if we find that your performance is unsatisfactory, we may consider a range of options including:
	• Dismissing you.
	• Redeploying you into another suitable job at the same or (if your contract permits) a lower grade.
	• Extending an active final written warning and setting a further review period (in exceptional cases where we believe a substantial improvement is likely within the review period).
	• Giving a final written warning (where no final written warning is currently active).
	Dismissal will normally be with full notice or payment in lieu of notice, unless your performance has been so negligent as to amount to gross misconduct, in which case we may dismiss you without notice or any pay in lieu.
	If you feel that a decision about poor performance under this procedure is wrong or unjust you should appeal in writing, stating your full grounds of appeal, to the Chief Executive within one week of the date on which you were informed in writing of t...
	If you are appealing against dismissal, the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if your appeal is successful, you will be reinstated with no loss of continuity or pay.
	If you raise any new matters in your appeal, we may need to carry out further investigation. If any new information comes to light, we will provide you with a summary including, where appropriate, copies of additional relevant documents and witness st...
	We will give you written notice of the date, time and place of the appeal hearing. This will normally be two to seven days after you receive the written notice.
	Where possible, the appeal hearing will be conducted by a more senior manager who has not been previously involved in the case. You may bring a companion with you to the appeal hearing.
	A hearing may be adjourned if we need to gather any further information or give consideration to matters discussed at the hearing. You will be given a reasonable opportunity to consider any new information obtained before the hearing is reconvened.
	Following the appeal hearing we may:
	• confirm the original decision;
	• revoke the original decision; or
	• substitute a different penalty.
	We will inform you in writing of our final decision as soon as possible, usually within one week of the appeal hearing. Where possible we will also explain this to you in person. There will be no further right of appeal.

	SECTION 8 - Smoking Policy
	Confidentiality
	Definitions
	Responsibilities
	Direct discrimination
	Is when a person is treated less favourably than others because of, for example, their race, gender or sexual orientation, disability, age, religion or belief or other Protected Characteristic. For example, rejecting a job applicant because of their r...
	Indirect discrimination
	Is when a provision, criterion or practice is applied that disadvantages people of, for example, a particular race, gender or sexual orientation, disability, age, religion or belief, when compared to those without that Protected Characteristic unless ...

	About this Policy
	This policy outlines the arrangements for shared parental leave and pay in relation to the birth of a child.
	This policy applies to employees. It does not apply to agency workers or self-employed contractors.
	This policy does not form part of any employee's contract of employment, and we may amend it at any time.

	Frequently used terms
	What is Shared Parental Leave?
	Shared parental leave (SPL) is a form of leave that gives you and your partner more flexibility in how to share the care of your child in the first year after birth than simply taking maternity and paternity leave. Assuming you are both eligible, you ...

	Entitlement to SPL
	You are entitled to SPL in relation to the birth of a child if:
	• you are the child's mother, and share the main responsibility for the care of the child with the child's father or with your partner;
	• you are the child's father and share the main responsibility for the care of the child with the child's mother; or
	• you are the mother's partner and share the main responsibility for the care of the child with the mother (where the child's father does not share the main responsibility with the mother).
	The following conditions must also be fulfilled:
	• you must have at least 26 weeks continuous employment with us by the end of the Qualifying Week, and still be employed by us in the week before the leave is to be taken You are the child's father and share the main responsibility for the care of the...
	• the other parent must have worked (in an employed or self-employed capacity) in at least 26 of the 66 weeks before the EWC and had average weekly earnings of at least £30 during 13 of those weeks; and
	• you and the other parent must give the necessary statutory notices and declarations as summarised below, including notice to end any maternity leave, statutory maternity pay (SMP) or maternity allowance (MA) periods.
	The total amount of SPL available is 52 weeks, less the weeks spent by the child's mother on maternity leave (or the weeks in which the mother has been in receipt of SMP or MA if she is not entitled to maternity leave).
	If you are the mother, you cannot start SPL until after the compulsory maternity leave period, which lasts until two weeks after birth.
	If you are the child's father or the mother's partner, you should consider using your two weeks' paternity leave before taking SPL. Once you start SPL you will lose any untaken paternity leave entitlement. SPL entitlement is additional to your paterni...

	Opting in to Shared Parental Leave and Pay
	• your name and the name of the other parent;
	• if you are the child's mother, the start and end dates of your maternity leave;
	• if you are the child's father or the mother's partner, the start and end dates of the mother's maternity leave, or if she is not entitled to maternity leave, the start and end dates of any SMP or MA period;
	• the total SPL available, which is 52 weeks minus the number of weeks' maternity leave, SMP or MA period taken or to be taken;
	• how many weeks of the available SPL will be allocated to you and how many to the other parent (you can change the allocation by giving us a further written notice, and you do not have to use your full allocation);
	• if you are claiming statutory shared parental pay (ShPP), the total ShPP available, which is 39 weeks minus the number of weeks of the SMP or MA period taken or to be taken);
	• how many weeks of available ShPP will be allocated to you and how much to the other parent. (You can change the allocation by giving us a further written notice, and you do not have to use your full allocation);
	• an indication of the pattern of leave you are thinking of taking, including suggested start and end dates for each period of leave. This indication will not be binding at this stage, but please give as much information as you can about your future i...
	• declarations by you and the other parent that you both meet the statutory conditions to enable you to take SPL and ShPP.

	Ending your Maternity Leave
	If you are the child's mother and want to opt into the SPL scheme, you must give us at least eight weeks' written notice to end your maternity leave (a curtailment notice) before you can take SPL. The notice must state the date your maternity leave wi...
	You must also give us, at the same time as the curtailment notice, a notice to opt into the SPL scheme or a written declaration that the other parent has given their employer an opt-in notice and that you have given the necessary declarations in that ...
	The other parent may be eligible to take SPL from their employer before your maternity leave ends, provided you have given the curtailment notice.
	The curtailment notice is binding and cannot usually be revoked. You can only revoke a curtailment notice if maternity leave has not yet ended and one of the following applies:
	• if you realise that neither you nor the other parent are in fact eligible for SPL or ShPP, in which case you can revoke the curtailment notice in writing up to eight weeks after it was given;
	• if you gave the curtailment notice before giving birth, you can revoke it in writing up to eight weeks after it was given, or up to six weeks after birth, whichever is later; or
	• if the other parent has died.
	Once you have revoked a curtailment notice you will be unable to opt back into the SPL scheme.

	Ending your Partner's Maternity Leave or Pay
	• returned to work;
	• given her employer a curtailment notice to end her maternity leave;
	• given her employer a curtailment notice to end her SMP (if she is entitled to SMP but not maternity leave); or
	• given the benefits office a curtailment notice to end her MA (if she is not entitled to maternity leave or SMP).

	Evidence of Entitlement
	• A copy of the birth certificate (or if you have not yet obtained a birth certificate, a signed declaration of the child's date and place of birth); and
	• The name and address of the other parent's employer (or a declaration that they have no employer).

	Booking your SPL Dates
	The period of leave notice can either give the dates you want to take leave or, if the child has not been born yet, it can state the number of days after birth that you want the leave to start and end. This may be particularly useful if you intend to ...
	Leave must be taken in blocks of at least one week.
	If your period of leave notice gives a single continuous block of SPL you will be entitled to take the leave set out in the notice.
	If your period of leave notice requests split periods of SPL, with periods of work in between, we will consider your request as set out in the section below.
	You can give up to three period of leave notices. This may enable you to take up to three separate blocks of SPL (although if you give a notice to vary or cancel a period of leave this will in most cases count as a further period of leave notice).

	Procedure for requesting split periods of SPL
	In general, a period of leave notice should set out a single continuous block of leave. We may be willing to consider a period of leave notice where the SPL is split into shorter periods with periods of work in between. It is best to discuss this with...
	If you want to request split periods of SPL, you must set out the requested pattern of leave in your period of leave notice. We will either agree to the request or start a two-week discussion period. At the end of that period, we will confirm any agre...
	• choose a new start date (which must be at least eight weeks after the date you submitted the notice requesting split periods of leave), and tell us within five days of the end of the two-week discussion period; or
	• withdraw the notice and tell us within two days of the end of the two-week discussion period (in which case it will not be counted as a period of leave notice, and you may submit a new one if you choose).

	Changing the Dates or Cancelling your SPL
	You can cancel a period of leave by notifying us in writing at least eight weeks before the start date in the period of leave notice.
	You can change the start date for a period of leave by notifying us in writing at least eight weeks before the original start date or the new start date, whichever is earlier.
	You can change the end date for a period of leave by notifying us in writing at least eight weeks before the original end date or the new end date, whichever is earlier.
	You can combine discontinuous periods of leave into a single continuous period of leave. Since this will involve a change to the start date or end date of a period of leave, see above for how much notice is required.
	You can request that a continuous period of leave be split into two or more discontinuous periods of leave, with periods of work in between. Since this will involve a change to the start date or end date, see above for how much notice is required for ...
	A notice to change or cancel a period of leave will count as one of your three period of leave notices, unless:
	• it is a result of your child being born earlier or later than the EWC;
	• you are cancelling a request for discontinuous leave within two days of the end of the two-week discussion period.
	• it is at our request; or
	• we agree otherwise.

	Premature Birth
	• If you have given a period of leave notice to start SPL on a set date in the eight weeks following the EWC, but your child is born early, you can move the SPL start date forward by the same number of days, provided you notify us in writing of the ch...
	• If your child is born more than eight weeks early and you want to take SPL in the eight weeks following birth, please submit your opt-in notice and your period of leave notice as soon as you can.

	Shared Parental Pay
	You may be able to claim Statutory Shared Parental Pay (ShPP) of up to 39 weeks (less any weeks of SMP or MA claimed by you or your partner) if you have at least 26 weeks' continuous employment with us at the end of the Qualifying Week and your averag...
	You should tell us in your period of leave notice(s) whether you intend to claim ShPP during your leave (and if applicable, for what period). If it is not in your period of leave notice you can tell us in writing, at least eight weeks before you want ...

	Other Terms During Shared Parental Leave
	Your terms and conditions of employment remain in force during SPL, except for the terms relating to pay.
	Annual leave entitlement will continue to accrue at the rate provided under your contract. If your SPL will continue into the next holiday year, any holiday entitlement that cannot reasonably be taken before starting your leave can be carried over and...
	If you are a member of the pension scheme, we will make employer pension contributions during any period of paid SPL, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the am...

	Keeping in Touch
	We may make reasonable contact with you from time to time during your SPL although we will keep this to a minimum. This may include contacting you to discuss arrangements for your return to work.
	You may ask or be asked to work (including attending training) on up to 20 "keeping-in-touch" days (KIT days) during your SPL. This is in addition to any KIT days that you may have taken during maternity leave. KIT days are not compulsory and must be ...
	You will be paid at your normal basic rate of pay for time spent working on a KIT day and this will be inclusive of any shared parental pay entitlement. Alternatively, you may agree with your manager to receive the equivalent paid time off in lieu.

	Returning to Work
	If you want to end a period of SPL early, you must give us eight weeks' written notice of the new return date. If have already given us three period of leave notices you will not be able to end your SPL early without our agreement.
	If you want to extend your SPL, assuming you still have unused SPL entitlement remaining, you must give us a written period of leave notice at least eight weeks before the date you were due to return to work. If you have already given us three period ...
	You are normally entitled to return to work in the position you held before starting SPL, and on the same terms of employment. However, if it is not reasonably practicable for us to allow you to return into the same position, we may give you another s...
	• if your SPL and any maternity or paternity leave you have taken adds up to more than 26 weeks in total (whether or not taken consecutively); or
	• if you took SPL consecutively with more than four weeks of ordinary parental leave.
	If you want to change your hours or other working arrangements on return from SPL you should make a request under our Flexible Working Policy. It is helpful if such requests are made as early as possible.
	If you decide you do not want to return to work you should give notice of resignation in accordance with your contract.
	Section 14 - Flexible Working Rights

	Our IT and communications systems are intended to promote effective communication and working practices. This policy outlines the standards you must observe when using these systems, when we will monitor their use, and the action we will take if you b...
	Breach of this policy may be dealt with under our Disciplinary Procedure and, in serious cases, may be treated as gross misconduct leading to summary dismissal.
	This policy does not form part of any employee's contract of employment, and we may amend it at any time.

	Equipment Security and Passwords
	You are responsible for the security of the equipment allocated to or used by you, and you must not allow it to be used by anyone other than in accordance with this policy. You should use passwords on all IT equipment, particularly items that you take...
	You must only log on to our systems using your own username and password. You must not use another person's username and password or allow anyone else to log on using your username and password.
	If you are away from your desk you should log out or lock your computer. You must log out and shut down your computer at the end of each working day.
	You should only access a computer if you are specifically authorised to do so as part of your duties or have been told to do so by a manager. Unauthorised access to the computer constitutes gross misconduct under the organisation’s disciplinary proced...

	Systems and Data Security
	You should not delete, destroy or modify existing systems, programs, information or data (except as authorised in the proper performance of your duties).
	You must not download or install software from external sources without authorisation from the Chief Operating Officer. Downloading unauthorised software may interfere with our systems and may introduce viruses or other malware.
	You must not attach any device or equipment including mobile phones, tablet computers or USB storage devices to our systems without authorisation from the Chief Operating Officer.
	We monitor all e-mails passing through our system for viruses. You should exercise particular caution when opening unsolicited e-mails from unknown sources. If an email looks suspicious do not reply to it, open any attachments or click any links in it.
	Inform the Chief Operating Officer immediately if you suspect your computer may have a virus.

	Email
	Adopt a professional tone and observe appropriate etiquette when communicating with third parties by email.
	Remember that e-mails can be used in legal proceedings and that even deleted e-mails may remain on the system and be capable of being retrieved.
	You must not send abusive, obscene, discriminatory, racist, harassing, derogatory, defamatory, pornographic or otherwise inappropriate e-mails.
	You should not:
	• send or forward private e-mails at work which you would not want a third party to read;
	• send or forward chain mail, junk mail, cartoons, jokes or gossip;
	• contribute to system congestion by sending trivial messages or unnecessarily copying or forwarding e-mails to others who do not have a real need to receive them; or
	• send messages from another person's email address (unless authorised) or under an assumed name.
	Do not use your own personal email account to send or receive email for the purposes of our business. Only use the email account we have provided for you.

	Using the Internet
	Internet access is provided solely for business purposes. Occasional personal use may be permitted as set out in this policy.
	You should not access any web page or download any image or other file from the internet which could be regarded as illegal, offensive, in bad taste or immoral. Even web content that is legal in the UK may be in sufficient bad taste to fall within thi...
	We may block or restrict access to some websites at our discretion.

	Personal Use of Our Systems
	We permit the incidental use of our systems to send personal email, browse the internet and make personal telephone calls subject to certain conditions. Personal use is a privilege and not a right. It must not be overused or abused. We may withdraw pe...
	Personal use must meet the following conditions:
	• it must be minimal and take place exclusively outside of normal working hours (that is, during your lunch break, and before or after work);
	• personal e-mails should be labelled "personal" in the subject header;
	• it must not affect your work or interfere with the business;
	• it must not commit us to any marginal costs; and
	• it must comply with our policies including the Equal Opportunities Policy, Anti-harassment and Bullying Policy, Data Protection Policy and Disciplinary Procedure.

	Monitoring
	Our systems enable us to monitor telephone, email, voicemail, internet and other communications. For business reasons, and in order to carry out legal obligations in our role as an employer, your use of our systems including the telephone and computer...
	We reserve the right to retrieve the contents of email messages or check internet usage (including pages visited and searches made) as reasonably necessary in the interests of the business, including for the following purposes (this list is not exhaus...
	• to monitor whether the use of the email system or the internet is legitimate and in accordance with this policy;
	• to find lost messages or to retrieve messages lost due to computer failure;
	• to assist in the investigation of alleged wrongdoing; or
	• to comply with any legal obligation.

	Prohibited Use of Our Systems
	Misuse or excessive personal use of our telephone or email system or inappropriate internet use will be dealt with under our Disciplinary Procedure. Misuse of the internet can in some cases be a criminal offence.
	Creating, viewing, accessing, transmitting or downloading any of the following material will usually amount to gross misconduct (this list is not exhaustive):
	• pornographic material (that is, writing, pictures, films and video clips of a sexually explicit or arousing nature);
	• offensive, obscene, or criminal material or material which is liable to cause embarrassment to us or to our clients;
	• a false and defamatory statement about any person or organisation;
	• material which is discriminatory, offensive, derogatory or may cause embarrassment to others (including material which breaches our Equal Opportunities Policy or our Anti-harassment and Bullying Policy);
	• confidential information about us or any of our staff or clients (except as authorised in the proper performance of your duties);
	• unauthorised software;
	• any other statement which is likely to create any criminal or civil liability (for you or us); or
	• music or video files or other material in breach of copyright.
	This policy is in place to minimise the risks to our business through use of social media.
	This policy deals with the use of all forms of social media, including (but not limited to) Facebook, LinkedIn, Twitter, Google+, Wikipedia, Instagram, Vine, Tumblr and all other social networking sites, internet postings and blogs.  It applies to use...
	This policy does not form part of any employee's contract of employment, and we may amend it at any time.

	Personal Use of Social Media
	Prohibited Use
	You must avoid making any social media communications that could damage our business interests or reputation, even indirectly.
	You must not use social media to defame or disparage us, our staff or any third party; to harass, bully or unlawfully discriminate against staff or third parties; to make false or misleading statements; or to impersonate colleagues or third parties.
	You must not express opinions on our behalf via social media, unless expressly authorised to do so by your manager. You may be required to undergo training in order to obtain such authorisation.
	You must not post comments about sensitive business-related topics, such as our performance, or do anything to jeopardise our trade secrets, confidential information and intellectual property.  You must not include our logos or other trademarks in any...
	You are not permitted to add business contacts made during the course of your employment to personal social networking accounts.
	Any misuse of social media should be reported to the Chief Operating Officer for club issues, or the Operations Manager for foundation issues.

	Guidelines for Responsible Use of Social Media
	You should make it clear in social media postings, or in your personal profile, that you are speaking on your own behalf.  Write in the first person and use a personal email address.
	Be respectful to others when making any statement on social media and be aware that you are personally responsible for all communications which will be published on the internet for anyone to see.
	If you disclose your affiliation with us on your profile or in any social media postings, you must state that your views do not represent those of your employer (unless you are authorised to speak on our behalf as set out in this policy).  You should ...
	If you are uncertain or concerned about the appropriateness of any statement or posting, refrain from posting it until you have discussed it with your manager.
	If you see social media content that disparages or reflects poorly on us, you should contact your manager.

	Breach of this Policy
	Breach of this policy may result in disciplinary action up to and including dismissal.  Any member of staff suspected of committing a breach of this policy will be required to co-operate with our investigation. which may involve handing over relevant ...
	You may be required to remove any social media content that we consider to constitute a breach of this policy. Failure to comply with such a request may in itself result in disciplinary action.
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