3.1
Work-life balance can be defined as an ability to equally prioritise your career and personal life (Sanfilippo, 2023). It is a state when you are fulfilled and content in both of those areas of your life. We can talk about a healthy work-life balance when people meet their work deadlines without worrying about them at home, which means they can enjoy their hobbies, sleep well, and spend time with their families (Mental Health Foundation, 2023).  
Whys is it so important? Happy, relaxed, and satisfied workers are more efficient and make fewer mistakes. Their productivity and engagement levels increase, which positively impacts the company's overall success. By introducing a healthy work-life balance in our workplace we can minimise the level of absence caused by mental health and other serious conditions like strokes or respiratory problems. Employees who achieve a balance between work and personal life can deal with stress and be more focused on the task, which in turn helps them avoid workplace burnout (Wedgwood, 2022).
Taking care of our staff’s work-life balance is our duty. Government regulations can support us in creating a safe workplace and dealing with the employment relationship. One of the main topic areas that we should consider is addressing workload concerns and fighting long-hours culture. The Working Time Regulations 1998 govern weekly work time, rest entitlements and annual & special leave. As an employer, we must be aware of regulations and regularly check if they are followed correctly. Thus, managers must pay attention to working hours limits when planning overtime or changing shift patterns. They also need to be up to date with Special Leave regulations, such as Maternity, Paternity or Parental Leave, Bereavement or Emergency Dependency Leave. Employees who decide to use Special Leave cannot be discriminated against or treated less favourably due to the time that they have taken off (Suff, 2022). Considering our workers’ work-life balance, we should increase the uptake of flexible working arrangements, including part-time or term-time, flexi-time, job share, compressed hours, zero-hours contracts, and hybrid working. Supporting our staff through access to flexible working is also very beneficial for our business as it helps to create a more inclusive culture and increase productivity (McCartney, 2022).
3.2
Well-being in the workplace can be described as “the quality and safety of the physical environment that employees encounter in their daily working practices” (Waite et al., 2021). It relates to all aspects of working life and to how employees feel about their work, the climate and culture at work as well as work organization. The well-being of the workforce has a huge impact on the organisation’s long-term effectiveness and performance levels which leads to overall success. It benefits people, businesses, economies, and communities. That is why, prioritising employees’ well-being should be one of the key factors influencing the owners of the business and the senior management when setting up the company’s goals and introducing values. First of all, line managers should listen to their workers’ needs and issues. This can be achieved only through open communication and mutual trust (International Labour Organization, no date). Secondly, both HR and managers must promote positive working relationships and employee engagement in the organisation’s life. Employees should have a sense of satisfaction and recognition and the feeling that both their work and their voice matter. Not paying attention to the well-being of the staff can have devastating effects on the business, such as increased absenteeism due to mental health problems, bullying, stress, and conflicts within the teams. Too high expectations, not possible to achieve targets and lack of training opportunities can all lead to tension, anxiety, lack of motivation and high voluntary turnover (Suff, 2022). 

3.3
Discrimination occurs when people are treated unfavourably due to possessing different characteristics than other people in the given group. The Quality Act 2010 lists nine characteristics under which all people are protected against discrimination. These are age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, and sexual orientation (acas working for everyone, 2020). Everyone in the organisation is responsible for treating others equally and with respect. The people team and managers have to be mindful of legislation and very careful to avoid discrimination in the areas such as dismissal, employment terms and conditions, pay and benefits, promotion and transfer opportunities, training, recruitment, and redundancy (GOV.UK, no date). 
Avoiding discrimination starts before we even employ someone. We must ensure that our job advertisements are free from phrases that could discriminate against certain characteristics and that our selection process is fair and transparent. The existing employees must be offered equal opportunities for training and promotion as well as provided with a safe and respectful working environment no matter what their sex, race or beliefs are (Benstead, 2023). Direct discrimination occurs when we do not treat people equally due to the characteristics mentioned in The Quality Act 2010. For example, we do not offer a pregnant woman an opportunity for promotion due to her pregnancy. Indirect discrimination often happens unintentionally. This can be for instance creating a policy that disadvantages one group of people more than another. The management team must be also aware of other types of unlawful treatment including harassment and victimisation and take the necessary steps to prevent them. All employees have to be educated on the equal opportunities policies created for the organisation and be aware of the implications of not following them can be. All discrimination complaints must be dealt with quickly and confidentially to avoid litigation and legal costs, as well as losing the teams’ morale, loyalty, and the company’s good reputation (NiDirect, no date). 
3.4
Diversity in a workplace means having different employees with various personal, social, and physical characteristics. These characteristics can be related to professional performance like skills, education, and experience or unrelated to it such as gender, race, religion, sexual orientation, culture, or political leanings. Diversity is about recognizing differences and understandings how they benefit the whole organisation. 
Inclusion can be defined as the process of including people so that they feel their differences are accepted and valued and that they belong without having to conform. Diversity allows differences while Inclusion supports these differences coexist (Indeed, no date).
Promoting Diversity and Inclusion is an essential aspect of good people management and a key factor in achieving the sustainability of the business. A diverse workforce gives the organisation access to various thoughts, ideas, skills, and experiences of people from different backgrounds (Lutfur, 2022). Sharing different perspectives enhances employee creativity and increases innovation. Creating an inclusive culture for our teams can appeal to potential customers in diverse markets as well as can help us understand the needs of our existing customers representing different cultures. Diversity and inclusion influence our company’s brand thus attract to our business new customers and candidates for open vacancies (Indeed, no date). 

3.5
The contract of employment protects the employee throughout the employment relationship, however, in some cases, the employer has to end the contract through dismissal. The key components of the fair dismissal process are acting reasonably in the circumstances and having a valid reason to dismiss. According to the Employment Rights Act 1996, there are 5 reasons for potentially fair dismissal: capability or qualifications, conduct, redundancy, illegality or contravention of a statutory duty, or some other substantial reason.  According to this, the employer can terminate the employment for example due to performance concerns, bullying, theft, business closure, etc. The company’s policy should explain the correct dismissal procedure so that all parties know what is expected from them (Suff, 2022). 
The dismissal is automatically classified as unfair when the reasons for the termination of employment are pregnancy or childbirth, trade union membership, taking family leave, asking for a legal right, or being involved in whistleblowing. This means, for instance, that there is no right to dismiss someone who asked to be paid the national minimum wage or requested to take parental leave.  Moreover, the whole termination process must be handled in a fair way, otherwise, an unfair dismissal claim can be made even if the dismissal reasons are valid (Waite, et al., 2021).  For more information on what steps must be followed when carrying out dismissal procedures please refer to our company’s dismissal policy.
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