Guidance Document

(AC3.1) 
The Importance of achieving work life balance within the employment relationship.
Work life balance is about enhancing quality of life both inside and outside of work. Within the employment relationship this is crucial because it helps to ensure the wellbeing of your employees, lengthening the employee life cycle by preventing burnout, promoting contentment and building good relationships. Encouraging a healthy work life balance shows that you prioritise the well-being of your employees and recognise its importance.  Waite et al (2021, p.144) describes “circumstances that might affect the equilibrium of this balance” including:
· Increased workload/prolonged working hours.
· Potential burn-out.
· Low income.
· Family pressures.
· Stress.
· Dissolving boundaries between work and personal life.
· Presenteeism.
· Omnipresent technology and communication.
Overview of the legislation relevant to work life balance
There are laws which ensure individuals have the right to a work-life balance. These laws guide employers with the minimum they should provide for their employees, however, you can choose to provide over and above this minimum standard. An overview of this legislation is as follows:
1. Working Time Regulations (WTR) 1998. This act limits the number of hours an employee can work per week. It also states that you should provide a minimum amount of paid annual leave and provide rest breaks.
2. [bookmark: _Hlk168843234]Maternity and Paternity Leave Regulations etc.1999. protects new parents giving them rights to maternity and paternity leave, which may include the requirement to providing paid time off.
3. Flexible Working Regulations 2014 allows employees to request flexible working arrangements for example job sharing, part-time hours, flexitime, working from home or job sharing.
4. Equality Act 2010 aims to stop discrimination at work by protecting 9 characteristics. They are gender, age, disability, race, religion or belief, sex, sexual orientation and gender reassignment.


(AC 3.2) 
The importance of well-being in the workplace
Well-being is the overall happiness and quality of life that an individual has. This may refer to factors such as their mental health, friendships, stress levels and life fulfilment. Waite et al (2021, p.140) defines well-being as, “how well we feel physically and mentally and how positive we feel about our everyday life”. 
Well-being is important in the workplace because it will foster a better culture, improve relationships and increase productivity. Staff retention will improve as well as your corporate brand. Your employees will feel more fulfilled and be happier in their work. Suff (2024) states “Healthy workplaces help people to flourish and reach their potential”. Encouraging employee well being will have benefits for both employee and employer, the employer should see results such as higher retention, less absenteeism, better resilience and higher productivity.  
During the COVID-19 pandemic many people reassessed what they wanted to achieve from their lives, and the work life balance became more prominent in the forefront of their minds. We now live in a world where people are valuing their relationships and importance of working conditions more than ever. A modern employer should be aware of this and embrace this change.

(Ac 3.3)
The main points of discrimination legislation
In the UK we have discrimination legislation in place to protect all individuals from discrimination in the workplace and wider society.
The Equality Act 2010 lists 9 protected characteristics to ensure employers are not treating anyone less favourably. It is important not to give someone with one of the following protected characteristics an unfair disadvantage because they fall into one of the categories compared to someone who does not.
· Age 
· disability
· gender reassignment
· marriage and civil partnership
· pregnancy and maternity
· race
· religion or belief
· sex
· sexual orientation

ACAS (2022) states that there is “no legal definition of putting someone at a disadvantage” but it does describe instances where this might happen.  It is important to note that discrimination can be intentional or unintentional. When looking at the pay, benefits, promotion or training opportunities your employees receive, you need to consistently review whether or not you are making it fair and accessible for all. Ensure that all employees have barriers removed (that are reasonable to the business) that stop them from succeeding in their role or career. Offering support tailored to the individual employee, recognising their unique strengths, weaknesses, and learning styles will foster a work based culture of success and advancement.


(AC 3.4)

What is diversity?

Diversity can be defined as recognising the differences in people such as the protected characteristics listed above. Valuing the differences presented in a team adds to the overall wellbeing of all employees.  It is important to recognise that diversity strengthens the employee experience by showing different viewpoints and encourages critical thinking. Celebrating diversity will promote understanding, acceptance and inclusion in the workplace, fostering a more tolerant and harmonious work-based culture.

What is inclusion?
Inclusion means treating employees fairly and equally to ensure equal access and opportunities for all, regardless of their background, abilities, or characteristics. This is important because it accommodates and embraces the differences in your staff and makes sure you are being fair to all, and everyone has an equal opportunity. As an employer, you need to think of your employee’s needs. An example of this might be allowing prayer breaks for a follower of a particular religion – or recognising the importance of fasting at Ramadan and being sensitive to this.  Embracing and incorporating different perspectives and experiences into the company culture will lead to a sense of belonging and help employees reach their full potential. By embracing inclusive culture, employees can create an environment where every employee’s voice is valued, respected, and heard. 



(AC3.5)
Fair and unfair dismissal.
The Employment Rights Act 1996 gives employees the right not to be unfairly dismissed. To ensure that you dismiss someone fairly it is important to know what the difference between fair and unfair dismissal is.  Fair dismissal falls into 5 specific reasons and the process of dismissal is fair and reasonable.
The 5 fair reasons for dismissal that are listed by ACAS (2015):
1. Conduct
2. Capability or performance
3. Redundancy
4. Statutory Illegality or breach of a statutory restriction.
5. Some other substantial reason
It is also a requirement that the dismissal process is fair and reasonable. ACAS (2015) recommend the following:
· Establish the facts of each case 
· Inform the employee of the problem
· Allow the employee to be accompanied by a work colleague or a trade union representative at a disciplinary meeting
· Decide on appropriate action after the disciplinary meeting
· Provide employees with an opportunity to appeal the outcome
 Unfair dismissal can be separated into two categories. The first is when the employee has worked for you for more than two years and the second is when they have worked for you for less than 2 years.
According to ACAS (2022) reasons for unfair dismissal (More than 2 years’ service) are: 
	Employed for at least two years
	Employed for less than two years

	· there was no fair reason for the dismissal
· the reason was not enough to justify dismissing them
· the employer did not follow a fair procedure

	· automatically unfair dismissal
· wrongful dismissal




It is important to be aware of the risks of dismissing an employee unfairly, tribunals can be very costly, and the employee could be awarded up to a year’s pay in compensation. 
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