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Guidance Document
Healthcare In Hand is a rapidly growing home healthcare company.  Founded in 2017 Healthcare on Hand continues to provide care to adults and children with complex needs in their own home.  

The purpose of this document is to provide the owners and managers with an understanding of employment legislation and organisational practices.
AC3.1 An explanation of the importance of achieving work-life balance within the employment relationship with an overview of the regulations relevant to work-life balance.
As an organisation, Healthcare on Hand are keen to promote the importance of maintaining a healthy work-life balance for all staff within their employment.  Increased workload, long working hours and the pressures of family life can all impact the balance of a healthy work-life and if not managed correctly can cause stress and anxiety amongst employees.  It is important that we encourage a healthy work-life balance and maintain a happy and motivated workforce, to support our employees we can regularly review workloads to ensure that it is manageable and fair, encouraging them to talk.   Flexible working to support family life where possible is also encouraged, supporting the staff with childcare or caring for a family member (Mental Health Foundation, 2021). The working time directive (The working time regulations 1998) regulates the maximum number of hours an employee can work in any one week, which is currently 48 hours per week. This has been brought in to protect employee’s mental health and wellbeing and applied to all employees including anyone who has a zero-hour contract.  Failure to adhere to these rules could result in grievances being raised or an employee taking the organisation to a tribunal (ACAS, 2023).
Healthcare on Hand have introduced a work-life balance policy with clear guidelines for staff to follow and by adhering to the policy we can strive to ensure a healthy work-life balance is maintained by our employees that complies with legal requirements and reinforcing our values of being the employee of choice (Waite et al., 2021).    
AC3.2 An explanation of what is meant by, and the importance of wellbeing in the workplace.
Wellbeing in the workplace can be defined as contributing to the physical and mental health of an employee along with promoting a safe working environment. The last couple of years have highlighted the need for promoting and supporting wellbeing in the workplace. Covid19 and the current cost of living crisis has caused many employees to feel stressed and under pressure.  During the pandemic 32.5 million days were lost due to sickness which has taken its toll on employees physical and mental health effecting almost 18 million people (CIPD | Employee health and wellbeing, no date).  If an employer fails to support and promote wellbeing in the workplace it can leave employees feeling disengaged, productivity will decrease, and stress related absences will increase (Kowalski and Loretto, 2017). There are several elements of wellbeing in the workplace that should be considered including, health, working environment, lifestyle and financial. Employers can promote wellbeing by encouraging inclusivity, recognising different cultures and beliefs.  Organisations can improve job quality, for example ensuring employees take regular breaks and have manageable workloads.  Wellbeing can be measured by the reviewing the organisation’s absence levels reviewing how many staff have been absent due to stress or work-related stress. Welfare calls can be made offering support by means of occupational health, counselling services or simply checking in to see how the employee is doing.  
Employers have a duty of care to its employees to promote and support wellbeing in the workplace and it is important for employees to feel safe, valued, and happy helping create a happy workforce and in turn helping to retain staff, increase productivity and ensure employees remain engaged reducing stress related absences (what’s wellbeing in the workplace? (definition and factors), no date).  
AC3.3 A summary of the main points of discrimination legislation.
The discrimination and Equality Act was brought in in 2010 to protect employees against discrimination in the workplace.  All employees are protected under this act to include the following nine protected characteristics, sex, religion or beliefs, sexual orientation, race, pregnancy and maternity, marriage and civil partnerships, gender reassignment and any disability.  This form of discrimination can be categorised as direct discrimination. Employers have a duty of care to prevent discrimination in the workplace and to ensure all employees are treating equally and in a fair way.  Healthcare on Hand have developed a policy for equality in the workplace which helps ensure our employees are treated fairly and without discrimination, it also outlines what to do if an employee feels that they have been discriminated against (ACAS, 2020). Discrimination can also occur if an employee is not treated fairly during an investigation, absence review or dismissal, it can also occur from the organisations policies, pay and benefits and promotion. This can be categorised as indirect discrimination, for example, if male employees are promoted or given training opportunities and female employees have not been given the same opportunity this would be unfair and female employees could claim this was a discrimination against them. 
All employees need to be given the same opportunities and show we have made reasonable adjustments when required to ensure that we are adhering to the policy and the Discrimination and Equality Act 2010. Failure to comply could lead to employees making a claim in an employment tribunal (CIPD, 2022).  
AC3.4 An explanation of what diversity and inclusion mean and why they are important.
Diversity can be defined as recognising the difference, and what it represents in the workplace, for example the mix of employees age, gender, and ethnicity.  The workforce needs to be made up to include all ages, a mix of both female and male employees and those from a mix of cultural backgrounds. Inclusion is acknowledging differences and creating a working force that has a feeling of belonging regardless of their age, faith, or gender, allowing employees to be themselves and not have to conform (Waite et al., 2021).  Organisations can promote, build, and drive a diverse and inclusive workforce, while the Equality Act (2010) gives legal protection.  Diversity and inclusion contribute to the wellbeing of employees, making them feel safe and valued regardless of their sexuality, gender, culture or disability, for example ensuring a prayer room is available shows respect and inclusivity and helps with employee wellbeing.  This also helps with employee retention as you are valuing and acknowledging your employees’ faiths and beliefs.  Diversity and inclusion begin with recruitment, reasonable adjustments will need to be made if a candidate has a disability and for example cannot climb stairs and the building you are conducting your interview does not have a lift.  By implementing this you are demonstrating inclusion and making the candidate feel comfortable and valued (CIPD | Equality, diversity and inclusion in the Workplace | Factsheets, 2022).  
By promoting diversity and inclusion an employer is adding value to their organisation, the workforce is diverse and brings a mix of strengths and perspectives, leading to better decisions, a study has confirmed that diverse teams are 87% better at making decisions (PM Editorial 23, 2017).  



AC3.5 An explanation of the difference between fair and unfair dismissal.
Dismissal is a way of ending employment of an employee by an organisation. There are many reasons for dismissal and by law the Employment Rights Act (1996) states that conduct and capability are fair reasons for dismissal. Conduct issues can occur when an employee does something that is deemed by an employer as unacceptable or goes against the organisation’s values and beliefs, this could be deemed gross misconduct, for example fraud, theft, or inappropriate behaviour.  Capability is when an employee is not performing to the level needed for the role they have been engaged for or they cannot continue with the role due to ill health.  Whichever the reason, the organisation needs to prove that it is not possible for them to continue in the role, and that reasonable adjustments and other roles within the organisation have been considered (ACAS, 2022). If an employee is dismissed for Gross conduct or capability and the employee has not been treated fairly, and the process was not followed in a fair and just way then this would be an unfair dismissal.  Other reasons for unfair dismissal could be because the employee is pregnant, or the member of staff felt they had no other choice but to resign for something that the organisation had done, this can be classed as constructive dismissal. Any dismissal of an employee needs to follow a fair process with valid reasons, this will end in a fair dismissal, however if this process is not followed and the reasons are not justified, or the correct process is not followed it can lead to the employee claiming unfair dismissal and taking the organisation to an employment tribunal (Waite et al., 2021).  

Total 1343 words 


ACAS (2020) Discrimination and the law | Acas, www.acas.org.uk. Available at: https://www.acas.org.uk/discrimination-and-the-law 

ACAS (2022) Types of dismissal: Dismissals, Acas. Available at: https://www.acas.org.uk/dismissals/types-of-dismissal 

ACAS (2023) Understanding the Working Time Regulations: Working time rules, Acas. Available at: https://www.acas.org.uk/working-time-rules 

CIPD (2022) CIPD | Discrimination: UK employment law, CIPD. Available at: https://www.cipd.org/uk/knowledge/employment-law/discrimination-employment-law/ 

CIPD | Employee health and wellbeing (no date) CIPD. Available at: https://www.cipd.org/en/views-and-insights/cipd-viewpoint/employee-health-wellbeing/  (Accessed: 19 June 2023)

CIPD | Equality, diversity and inclusion in the Workplace | Factsheets (2022) CIPD. Available at: https://www.cipd.org/en/knowledge/factsheets/diversity-factsheet/ 

Kowalski, T.H.P. and Loretto, W. (2017) ‘Well-being and HRM in the Changing Workplace’, The International Journal of Human Resource Management, 28(16), pp. 2229–2255. Available at: https://doi.org/10.1080/09585192.2017.1345205 

Mental Health Foundation (2021) Work-life balance, www.mentalhealth.org.uk. Available at: https://www.mentalhealth.org.uk/explore-mental-health/a-z-topics/work-life-balance 

PM Editorial 23 (2017) Diversity drives better decisions, www.peoplemanagement.co.uk. Available at: https://www.peoplemanagement.co.uk/article/1742040/diversity-drives-better-decisions 

Waite, K. et al. (2021) People practice : a complete guide. London, United Kingdom ; New York, Ny: Kogan Page 145

Waite, K. et al. (2021) People practice : a complete guide. London, United Kingdom ; New York, Ny: Kogan Page 157

Waite, K. et al. (2021) People practice : a complete guide. London, United Kingdom ; New York, Ny: Kogan Page 154

what’s wellbeing in the workplace? (definition and factors) (no date). Available at: https://uk.indeed.com/career-advice/career-development/well-being-workplace  (Accessed: 19 June 2023

2

image1.jpeg




