Guidance Document
AC3.1    
Work-life balance involves effectively managing responsibilities between work and home, without undue stress and pressures from one role impinging on the other. People may need different levels of support to achieve this depending on their circumstances and priorities, which may change over time (Waite et al, 2021, p. 144).
Achieving a better work-life balance has proven to be favourable for the employee and the business. Research has found that employees have an increased sense of well-being and job autonomy when work-life balance is supported, contributing to a positive relationship with managers as they perceive them to be supportive (CIPD 2019a). 
Providing flexibility in the workplace contributes to attracting and retaining talent and supporting diversity which are all conducive to a business staying competitive. It can also boost staff morale and productivity and contribute to physical and mental wellbeing lowering absence rates (GOV.UK 2023).
Examples of regulations that support work-life balance.
Working time regulations (1998) provide guidance relating to maximum working hours which are 48 hours per week and no more than 8 hours a day or 40 hours per week if the employee is under 18. Opting out is permitted when this is done in agreement with the employee individually; employees under 18 are excluded (Waite et al, 2021, p. 194).
From April 2024 employees have the right to submit 2 flexible working requests a year from their first day of employment, aiming for greater flexibility around working hours, shift patterns and place of work (GOV.UK 2023). If a request cannot be granted after consideration due to a genuine business reason, such as financial detriment, inability to meet customer demand or reorganisation of workloads being unachievable, you must justify your decision. However, requests could be partially granted or granted on a trial basis to be reviewed after a fixed duration and agreed upon with the employee (ACAS 2024). 
                                                                                                                                                                                      AC3.2                                                                                                                                       
Wellbeing is a holistic term that encompasses a person’s mental and physical health and the safety of their environment (Waite et al, 2021, p. 140).
Employers have a duty of care and legal responsibility towards their employees to provide a safe environment and minimise work-related mental and physical health issues (CIPD 2024). Primary legislation The Health and Safety Act (1974) emphasises the importance of monitoring wellbeing in the workplace, by undertaking regular open conversations about wellbeing and understanding the risk factors. Also outlined is the need to provide up-to-date training to allow employees to undertake their jobs safely, provide welfare provisions and maintain a safe working environment (HSE.GOV.UK NO DATE).
Fostering wellbeing minimises stress levels, improves morale and helps to reduce absence rates. This, in turn, contributes to positive environments and talent retention, leading to thriving employees and organisations. Health and wellbeing are essential to employee engagement and performance and successful engagement has shown employees are happier with increased motivation and productivity (CIPD 2023).
Workplace environment and culture have an impact and employers should consider basic work elements that can act as wellbeing stressors such as high workload, conflict and a lack of flexibility. These can lead to concerning trends, presenteeism and leaveism. Presenteeism sees employees in the workplace more than usual and attending work when ill. Leavism is when employees work through their holiday entitlement. This can lead to burnout, sickness, poor mental health for employees and low morale and financial implications for the workplace (People Management 2024).

AC3.3                                                                                                                                          
The Equality Act (2010) is the principal legislation that outlines equal pay provisions and protects people from discrimination under 9 protected characteristics, age, disability, gender reassignment, pregnancy and maternity, race, sex, sexual orientation, religion or belief, and marriage and civil partnership (Waite et al, 2021, p. 150). 
There are 4 main types of unlawful behaviours which are deemed discriminative which are detailed below:
Direct discrimination
This can occur when a person is mistreated due to having a protected characteristic, has a connection with a person who has a protected characteristic or is perceived to have one. An example could include retracting a job offer from a candidate who advises you they have a disability and then offering the same position to someone who does not. If the reason the job was retracted and reoffered was solely because you were informed of the disability this is direct discrimination. 
Indirect discrimination
Policies, rules or ways of working that are the same for everyone could put a person or a group of people with a protected characteristic at a disadvantage. 
Harassment
This covers any unwanted behaviour relating to the protected characteristics which make a person feel intimidated, humiliated or offended. It can be repetitive behaviour on a one-off serious incident.
Victimisation
This refers to a person being treated less favourably due to raising or intending to raise a complaint, or being involved in the process and giving evidence regardless if it is in support or not. However, this protection does not apply when someone acts maliciously and deliberately gives false evidence or makes false allegations (ACAS 2023). 




AC3.4   
Diversity is about recognising and respecting differences in colour, age, gender, ethnicity, interests, beliefs, class, marital status, sexual orientation, geographic, professional/academic backgrounds, thinking, opinions, backgrounds, experiences, and other characteristics (CIPD 2022).
Inclusion is about ensuring everyone has a voice and feels safe to contribute regardless of their background, circumstances or identity. It allows people to feel accepted and respected in their team and the wider organisation without conforming (CIPD 2019b). 
A diverse workforce is important for better decision-making and problem-solving as it brings people together from different backgrounds with various experiences and perspectives. It allows a greater understanding of diverse customer groups and provides a positive business image to a wider audience. (Waite et al, 202, p. 154).
Focusing on diversity alone is not enough to challenge equality bias or culture. Inclusion is also needed to establish a workplace where employees are encouraged to thrive (CIPD 2019b).
Inclusion fosters an environment where people are valued, treated fairly, given access to equal opportunities and recognised for their work. It should go beyond supporting typical characteristics set out in the Equality Act (2010) and remove barriers allowing people to feel safe to be themselves. Inclusive workplaces have benefited from better retention and attendance rates, increased productivity and higher levels of engagement (People Management 2022).

AC3.5                                                                                                                                             
Fair dismissal reasons                                                                                                    Conduct                                                                                                                          Capability                                                                                                                  Redundancy                                                                                                                          Legal restriction/statutory ban                                                                                          Another substantial reason
[bookmark: _Hlk168603718]Substantial reasons give scope to various situations/reasons; examples are termination of temporary contracts, misrepresentation of qualifications at application or pressure from customers.  (Taylor, 2019, p. 363).  
A fair dismissal also requires a clear process and adequate notice. Acas provide a code of practice on disciplinary and grievance procedures which should be followed to evidence how an employer has acted fairly (GOV.UK NO DATE).


Unfair dismissal reasons
Pregnant or on maternity leave                                                                                             Being a member of the trade union or a representative                                                       Partaking in jury service                                                                                                   Involved in whistleblowing                                                                                          Requesting family leave for example parental, adoption or paternity leave                        Proposing action or taking action over a health and safety issue
Dismissal is unfair when a contract is terminated with inadequate or no notice given to the employee, reasons given are unjustified or the employer has failed to make reasonable adjustments. The exception to an adequate notice period is when gross misconduct occurs and the employee can be dismissed without notice however the investigation still needs to be carried out and the disciplinary procedure followed. Such actions can include theft, confidentiality breach and harassment. (Pitt and Drew, 2022, p. 308).  
There is less risk in following a fair process but even if the dismissal was for a fair reason, it could still be deemed unfair if the correct process was not followed. The Employment Rights Act (1996) states that for a dismissal to be fair it undergoes a two-stage test the first stage will determine if the reason was fair and if it was the second stage will determine if a fair process was followed (Waite et al, 2021, p. 155). Employees could also claim constructive dismissal if they feel they had no choice but to resign because of something the employer has done. If a fair process is not followed the employer could face a tribunal, fines and damage to their reputation (Acas 2022).
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