Task Three- Guidance Document 
1. an explanation of the importance of achieving work-life balance within the employment relationship with an overview of the legislation relevant to working time. (AC 3.1) 
‘Work-life balance is defined as the ability of individuals to successfully pursue their work and non- work lives, without any pressures from one undermining the experience of the other’, (Waite et al.,2021, p.144).  This definition from Noon and Blyton (2007) states that it’s important to have a life within their personal life and professional career, there needs to be a balance between the two in order to achieve a work-life balance successfully. To achieve this, the employers could offer flexible working arrangements for example working from home. If this was to be implemented, then the ACAS code of practice should be followed accordingly. The Employment Rights Act (1996) gives employees a day one right to ask their employer if they can have a flexible working arrangement, this helps employees manage their working lives better to allow them a healthy work life balance (ACAS, 2024).  The Working Time Regulations (1998) guides organisations on the maximum working hours an employee could do (Waite et al.,2021, p.147). The maximum number of hours an employee can work per week is 48 hours, unless they choose to opt out. They are also allowed a 11 consecutive hours’ rest per 24 hour working period, which can aid in an employee having a break and time to have a healthy work life balance.  Additionally, employers who have allowed their employees to have a work -life balance within the employment relationship, has shown to promote a positive organisational culture and a supportive environment. Achieving a work life balance is important within the employment relationship as it can increase productivity, and this will reduce the businesses overall turnover. 

2. an explanation of what is meant by, and the importance of, wellbeing in the workplace. (AC 3.2) 
Workplace wellbeing can be described as the ‘quality and safety of the physical environment that employees encounter in their daily working practices’, (Waite et al.,2021, p.140). It can mean a variety of different factors such as the employees’ physical and psychological safety and the organisations culture. 
Wellbeing in the workplace is important as it can improve employee engagement and productivity. It does this when employees feel supported and when they are treated fairly, they are more likely to excel in their roles. By promoting a diverse and inclusive working environment it can lead to the employees feeling heard and respected. 
In addition to this, wellbeing in the workplace could also mean the physical and psychological wellbeing of the employees. From a legal standpoint, employers are required to follow the Health and Safety at Work Act 1974. This act supports the employees on achieving a work life balance to enable them to meet their personal and professional commitments (Waite et al.,2021, p.143). Employers will ensure that they have policies and procedures on this act so that employees know that their safety at work is the top priority. Also, there should be mental health policies and procedures in place and training will need to be given to managers to ensure that they can recognise signs of distress. By providing the managers with the relevant training, it will help support the psychological safety of the employees. This is due to the fact that they will feel comfortable and safe to confide in them, especially if they make any mistakes, they won’t have any fears of addressing them if they feel safe.  
3. a summary of the main points of discrimination legislation. (AC 3.3)
The Equality Act 2010 was the legislation that was introduced to protect individuals from discrimination in the workplace and in wider society (GOV.UK, 2023). There are nine protected characteristics which include:
· Age 
· Gender Reassignment 
· Disability
· Being married or in a civil partnership
· Being pregnant or on maternity leave 
· Race 
· Religion or Belief 
· Sex 
· Sexual Orientation
The individual will be protected from any form of discrimination relating to any of the above characteristics in a work capacity, in education, when using public services etc. 
There are four types of discrimination Direct, Indirect, Harassment and Victimisation. Direct discrimination is when you are treating someone unfairly due to one of the protected characteristics. For example, if a reason why a woman is not hired for the role is because she is pregnant, this is a protected characteristic and is an example of direct discrimination.  Indirect discrimination can be a policy that has been produced, but it disadvantages some individuals with the protected characteristics (Equality Human Rights Commission, 2019). An example could be a firm requires every employee to work evenings and weekends and work full time hours. This can indirectly disadvantage employees who have carer responsibilities, and they need to have reduced hours to support them. Additionally, Harassment related to any unwanted behaviour that is related to any of the protected characteristics that are included in the Equality Act 2010. For example, a manager who offends an employee by being intimidating or putting the employee in a degrading environment is the main factor of harassment. Victimisation when someone is treated unfairly as a result of being involved with a discrimination or harassment complaint (ACAS, 2025). An example would be when an employee is being ignored by their colleagues for reporting sexual harassment. 

4. an explanation of what diversity and inclusion mean and why they are important. (AC 3.4)
Diversity is the difference in colour, ethnicity, abilities, age, gender, beliefs, interests, socioeconomic (class), marital or partnership status, sexual orientation, geographic, academic/professional backgrounds, opinions, backgrounds, thinking, experiences, and many other characteristics (CIPD, 2022). It is important as it can promote fairness and respect by making sure everyone feels accepted. Also, diversity can help improve teamwork within an organisation as the employees will learn from each other and will understand their peers better, which can improve communication and teamwork in an organisation. 
Inclusion is where everyone feels welcomed and valued and are not judged on their backgrounds or beliefs. It’s about giving everyone the same opportunity and a sense of belonging. It is important as it can reduce inequality; by allowing fair treatment across the board, it will reduce any less favourable treatment being applied. It could also strengthen the team’s morale and will help encourage collaboration within a team which will improve teamwork in the organisation. 

5. an explanation of the difference between fair and unfair dismissal. (AC 3.5)
Fair dismissal happens when an employer terminates an employee’s contract of employment. In order for it to be fair, they need to follow a fair and reasonable process, and for acceptable reasons as listed below according to Section 98 of the Employment Rights Act 1996:
· Conduct
· Redundancy
· Capability 
· Legal restriction or statutory Bans 
· Some other substantial reason. 
For the dismissal to be classed as fair, it will need to be due to one of the above reasons, follow a reasonable process, and ensure that investigations have been carried out properly. To follow up on this, according to the personnel today regarding the BHS v Burchell decision, an employee was dismissed due to alleged misconduct and the case reached an employment tribunal. It states that in order for the claim to not be alleged an employer must genuinely believe the employee is guilty, and must have reasonable grounds for that belief, which must have been reached following a reasonable investigation (Personnel today, 2018). 
Unfair dismissal happens when an employee is dismissed without an acceptable reason and in an unfair way. For example, being dismissed due to pregnancy or whilst being on maternity leave is considered to be an unfair form of dismissal. In addition to this, reasons for unfair dismissal are:
· Being pregnant or on maternity leave 
· Wanting to take family leave, for example parental, paternity, or adoption leave
· Being a trade union member or representative 
· Doing jury service 
· Asking for a legal right 
· Being involved in whistleblowing 
· Taking action or proposing to act over a health and safety issue. 
ACAS (2024) states that employees do not need 2 years’ service to claim automatically unfair dismissal. This means that if an employee feels they are being discriminated against they can take the claim to an employment tribunal regardless of length of service. 
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