Guidance Document
Importance of Work-life balance (AC 3.1)
To achieve job satisfaction, work productivity and high quality down-time away from the job, both employees and employers must work together to find a good work-life balance for employees. It is in the employer’s interest to invest time in making this work as there are business benefits to achieving this. Employees respond positively to employers who are open to discussing flexibility and this leads to increased effort and loyalty to the company (Rees and French, 2016, p.136-137).
Poor work-life balance can be a major problem with many employees stating that it leads to a strain on family life. Not being able to switch-off from work issues when at home leads to a negative impact of health, with lack of sleep and anxiety being identified as the two main causes of work-related health conditions in the 2019 UK Working Lives Survey (CIPD, 2019).
As Healthcare on Hand is looking to move more responsibility to line managers, following the recent growth of the company, it will be necessary for rigid training on people practice being given to line managers so they can be aware of how they can offer flexibility to employees to help meet a work-life pattern that works for them. Managers should be aware of the various tools available to them such as offering homeworking, part-time working, shift rotas or compressed hours (Taylor and Woodhams, 2022, p.74), which can all play a part in meeting a suitable arrangement for a variety of lifestyles and family demands.
Managers also need knowledge of relevant regulations such as the Working Time Regulations 1998 which outlines rights of employers to things like the right to a day off each week, 28-days paid leave per year for full-time workers and a right to 11 hours rest per day (Suff (1), 2022).

Wellbeing at work (AC 3.2)
The idea of well-being is how a person a feeling, this can be in a general sense or in a particular moment. A person with good well-being would feel happy, comfortable, and healthy but would also have a sense of purpose, be in control and how well they feel they can function (Mental Health Foundation, 2015). The way a person achieves good well-being can vary from individual to individual, however, there are some key things that would benefit anyone’s well-being regardless of who they are. These include staying physically and mentally active, staying hydrated and eating well, staying connected with people, spending time with nature and getting adequate sleep (NHS, 2022)
Having good wellbeing allows you to perform at your best in life, so it is obvious to see how promoting good wellbeing at work is so important as employees will naturally perform at their best. It also reduces sick leave, keeps staff turnover low, promotes a healthy culture, and helps to attract high quality applicants to work at the company (McIntyre, 2021).
Employers need to do a lot to improve conversations surrounding well-being as there is a stigma about talking about how you are feeling, which is currently hindering this from happening enough. An organisation who has an accepting and understanding ethos is more likely to enable these types of conversations, but there needs to be a good level of trust in the employment relationship.

Discrimination Legislation (AC 3.3)
The Equality Act 2010 protects people from discrimination at work. Treating someone less favourably because of a protected characteristic suck as age, race or sexual orientation is discrimination (UK Government, 2023). Employers must take steps to ensure that unfair discrimination is not carried out by the organisation in any aspect of work. They must also do what they can to protect employees from discrimination by others in whatever form this takes e.g., direct discrimination or harassment based on any of the protected characteristics (ACAS, 2023).
There are four types of discrimination which are referred to in the Equality Act 2010, these are direct discrimination, indirect discrimination, harassment, and victimisation. Victimisation is when you are treated badly or unfairly because of a complaint you have made about discrimination or due to you standing up for someone’s rights. An example of this was when Pat Jessemey claimed that a former employer gave him a poor reference because of a complaint Mr Jessemey had made about age-based discrimination (Oxford Mail, 2014).

Diversity and Inclusion (AC 3.4)
All people have a different experience of life and the world and have different backgrounds to each other, but broadly speaking some people have similar experiences to each other e.g., men might have a different perspective to women, or you might have different perspective based on your race or colour of your skin (Cooks-Campbell, 2023). Diversity is having people from a wide range of backgrounds so that it can be a true reflection of society. Some characteristics that are not as visible are also important to keep in mind, such as neurodivergence or socio-economic differences.
If an organisation is made up of people with similar perspectives and similar life and work experiences an organisation might struggle to seem relevant to people outside of those same perspectives. Ensuring diversity at work helps an organisation to be change, increase turnover, target new markets, be creative or grow as a company.
Inclusion means to make sure that people feel included in your organisation, whether that’s workers or customers. For years companies have seen equality as the way to improve inclusion but it’s really equity that they need to aim towards as not all people will need the same things to succeed. Without diversity, a company’s policies and procedures might indirectly discriminate against some people. Neurodivergent individuals are some of the most excluded people from the employment market with high levels of unemployment. Recruitment policies and practices often rule out some individuals even before they make it to the application process as the process puts them at a disadvantage. In reality, these people could do the job very well, but they are not being made to feel included to begin with. (Honeybourne, 2020, p. 59-62)

Employment dismissals (AC 3.5)
The Employment Rights Act 1996, part X, says that an employee has the legal right not to be unfairly dismissed. If an employee is dismissed from their job without good reason or if an employer fails to follow their own dismissal policies and procedures correctly it would be seen as unfair dismissal.
There are five reasons why an employee can be dismissed fairly. The employer’s reason for dismissing someone must fall into one or more of the following categories: Capability or Qualifications, Conduct, Illegality or contravention of a statutory duty, Some other substantial reason, Redundancy (Suff (2), 2022). A dismissal could be the result of a disciplinary procedure, in which case an investigation, hearing, decision and appeal may have taken place. These should all be documented to give the employer the evidence needed to defend their decision to dismiss. If the reason for dismissal is capability the employer must show that they have given clear reasons why performance is lower than acceptable and fair notice to the employee for them to improve their performance. All organisations who have 20 or more employees are required by law to have a disciplinary procedure. This would often include procedures for dismissal (People Management, 2002). However, employers must ensure that any procedures that they have in place are carried out in practice and are made aware to all employees.
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