Task 3 
After meeting the graduate trainee, you realise that their knowledge of employment legislation and employment relations is limited. As part of their development, you develop a guidance document. 
The guidance document must include:
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 important within the employment relationship is an essential factor in maintaining a healthy workplace. According to People Management website (2023) they report that more than half (56%) of employees are willing to accept a lower paid job in exchange for a better work life balance. It was found that a third (33 percent) of workings considered work life balance to be the most “crucial consideration” when looking for a job. According to Waite et al (2021) Organisations can make a specific contribution to work-life balance by having clear polices in place that promote and support work-life balance approaches. The working time regulations 1998 govern the working hours in the UK. The regulations set a maximum of 48 hours of the working week. According to the CIPD (2025) in 2025 the government is also considering a new right to improve the work-life balance and prevent burnout. This may include restrictions on contacting employees during holidays and limiting communications to working hours. 
When thinking about work-life balance, it’s important to notice how vital it is within the employment relationship. This in turn is a vital factor to keeping a healthy workplace. According to CIPD article (2019) on How can work-life balance support wellbeing, it was found in the research that it was true that supporting work life balance boosted wellbeing because flexible working increased employee independence.  If an employee can achieve that balance between work and non-work, they will find it an essential part of their employment relationship, and it keeps that balance healthy. According to the CIPD Work-life balance supports can improve employee well-being (2018) it was found that it has a positive impact and reduce the demands of the job. In this paper, it was found also that the employees who have this balance, on average had better job autonomy and had more support from their line managers. According to CIPD (2025) the UK Government are looking to consider a new law right to improve the balance between work and non-work activities. They are looking to see how this will prevent burn out. The restrictions they’re looking to put into place is restrictions on contacting their staff during holidays and having limiting communication to working period.  

an explanation of what is meant by, and the importance of, wellbeing in the workplace. (AC 3.2) 
Fisher (2010) likens wellbeing to ‘happiness’, manifesting in positive attitudes, good moods and emotions. According to Waite et al (2021) a basic human definition of wellbeing is how well we feel physically and mentally and how positive we feel about our everyday life. To achieve wellbeing in the workplace, there needs to be commitment from both employer and employee, with wellbeing initiatives being led from the top of the organisation. There are 3 aspects to wellbeing, these are social, physical and psychological. It is important as we on average spend an estimated one-third of our lives at work. When employees find it difficulty in finding the balance between work and home lives, employees are found to put their jobs before their personal lives. If an organisation is invested in focusing on employee wellbeing, benefits of this would be a better employee morale and engagement, reduced sickness rate and a healthier more inclusive culture within the work place. 
Fisher (2010) compares wellbeing to happiness. This creates positive attitude within work and creates positive emotions. Wellbeing is important in the workplace as it’s vital to the organisation success. Organisation success requires employees to be engaged, and this is a key component to increased productivity and work. The benefits on having increased focus on wellbeing in the workplace makes employees have a healthy and create a more inclusive culture within work.  Grant et al (2007) found that there are 2 main sections to wellbeing at work. These sections are psychological, physical and social. The section of how it effects staff psychologically is through how happy the members of staff and how positive their experience is in work. The physical impact of wellbeing is how stress and injuries can affect the individual. Having good workplace wellbeing means the staff are likely to take less time off due to stress and injuries. The last impact is the social impact on the staff. Having good wellbeing means that the quality of peers and relationships are better in the workplace. 
a summary of the main points of discrimination legislation. (AC 3.3)
According to the CIPD (2025), under the Equality Act (2010) a person is protected from discrimination throughout the employee lifecycle including recruitment, training and promotion. This act sets out the main types of discrimination, including the person attributes or characteristics which the law protects. There are 6 types of discrimination within the Equality Act 2010. These are direct, indirect, associative, perceived, victimisation and harassment. 
Direct discrimination
Direct discrimination means that this happens when treating someone less favourability because of a propertied characteristic. For example, this would be to decide against recruiting them due to a disability. 
Indirect discrimination
Indirect discrimination happens when a rule, policy or procedure is applied which puts a person with a protected characteristic at a disadvantage when compared with other groups/others not holding that protected characteristic. 
Associative discrimination
Associative discrimination occurs where an individual is discriminated against because they are associated with an individual with a protected characteristic. For example, this would mean treating someone less favourably by disciplining them for their attendance because they need time to deal with their child disability. 
Perceived discrimination
This type of discrimination involves treating someone less favourably due to is perceived or assumed that they have a protected characteristic. An example of this is refusing to appoint someone because it is through, they are disabled when they are not.
Victimisation
Victimisation happens when someone is subjected to a detriment because they have made or supported a complaint of discrimination. Victimisation can also occur for post-employee’s and would be counted as unlawful. As example it would be refusing to give a reference for an ex-employee who had made a complaint under the Equality Act 2010.
Harassment
Harassment is defined as unwanted conduct related to a relevant protected characteristic, which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that individual. 
CIPD factsheet (2025) states that under the Equality Act 2010, an individual is protected from discrimination at each stage of the employee life cycle (recruitment, onboarding, learning and development and promotion).  Workplace discrimination is a downside of the relationship between employee and workplace. Human resources professionals have an important role to play in making sure organisations have policies and procedures in place to make sure individuals are treated fairly. On the CIPD factsheet (2025) it states that the EHRC has composed a code of practice for employers, this document is not legally binding but does outline important support on best practice and states that failing to follow it may be considered by courts or employee tribunals. There are 9 characteristics to protect individuals, this is set out in the Equality Act 2010. According to CIPD factsheet (2025) since 16th April 2025, the UK Supreme Court confirmed that that the “sex” characteristic only refers to biological sex. Discrimination legislation is split into 4 different sections, these sections are direct and indirect discrimination, harassment and victimisation. These 4 wrongful behaviours have different aspects and can affect people in different ways. Direct discrimination is when someone is treated unfairly because they have a characteristic that is protected under the Equality Act 2010. Indirect discrimination happens when there is a policy or procedure that can be seen to be neutral but has a negative effect on someone with a protected characteristic. An example of this would be if a job advert would ask for someone who is under a certain age. If potential applicants were older than that age, it would deterrer them from applying due to their age.  In Waite et el (2021) it states that harassment is when bullying behaviour is happening due to a characteristic. This can happen through different mediums e.g. written abuse or offensive images / graffiti.  In the Equality Act 2010, it states that victimisation as treating someone badly because they have done a ‘protected act’. For example, this would mean reporting someone for being racist or sexist. 
an explanation of what diversity and inclusion mean and why they are important. (AC 3.4)
There are differences between diversity and inclusion. According to Waite et al (2021) the definition of diversity is about recognising the difference; it is acknowledging the benefits of having a range of perspectives in decision-making and the workforce being representative of the organisation’s customers.  According to Waite et al (2021) diversity is important in a workplace because for people professionals to understand how diverse and inclusive their organisation are, it is advisable to monitor ongoing data through reports, surveys and metrics to understand and act on shortfalls. Additionally, the meaning of inclusion is where people’s differences are values and used to enable everyone to thrive at work. An inclusive working environment is one in which everyone feels that they belong without having to conform and that their contribution matters. Inclusion is important because no matter what of their background, identity of circumstances, they will perform to their full potential and feel like their contribution matters. Research on the psychological contract shows that people want to work for employers with good employment practices, they also want to feel valued at work. According to the CIPD (2025) openness to diversity widens access to the best tablet. Inclusion allows for effective engagement with tablet. Equality enables delivery of fair outcomes. Together these lead to enhanced innovations, creativity, productivity, reputation, engagement and business results. 
It's outlined in Waite et al (2021) business press has claimed that having a diverse and inclusive workforce brings real benefits to the business. Business needs to embrace diversity to be successful in the market. There are differences between inclusion and diversity. Inclusion means to value individuals’ differences. This gets individuals to thrive at work if they are being valued. When people feel like they belong without having to conform and what they do matters it gets them to work to their full potential and thrive in the workplace. Different to inclusion, diversity is to do with recognising a difference in people. Workplaces can acknowledge this by having a range of different mindsets within the decision-making process. It also shows that the work force is representative of the customer base. According to Waite et al (2021) there are different business cases for having diversity and inclusion within an organisation. It’s best to embrace these aspects as it enables the organisation to have a wide range of different strengths and knowledge.  Another positive of having diversity and inclusion is that it opens better communication with different groups of people and can increase their customer base and improve relationships with existing ones. 
an explanation of the difference between fair and unfair dismissal. (AC 3.5)
According to CIPD Article ‘Dismissal: Uk Employment Law’ (2024) a dismissal is when an employer ends a contract of employment. Dismissals can be both fair and unfair. Employees who are unfairly dismissed may bring a claim in an employment tribunal. Such claims can be settled by the employer via settlement agreement, by a conciliation process.  It is vital for an employer to lawfully dismiss an employer that they provide that have acted fairly and reasonably in handing dismissal. A fair dismissal is usually carried out by the following reasons, capability or qualifications, conduct, redundancy, legal restrictions or statutory ban or some other substantial reason. One of most well-known cases to outline fair and unfair dismissal is British Home Stores Ltd v Burchell: EAT 1978. Due to concerns about Mrs Burchell’s performance, the company launched an investigation into her conduct. Following the investigation, BHS dismissed her, and Mrs Burchell filed an unfair dismissal claim. The central question before the Court of Appeal was whether BHS had a valid reason for dismissing Mrs Burchell. A three-set test was devised following this called the Burchell test. The Burchell test states that for a dismissal to be fair, an employee must have: a genuine belief in the employees’ guilt, reasonable grounds for that belief and acted reasonably in all circumstances. The outcome of this was that Mrs Burchell acted dishonest, and she was accordingly dismissed on grounds of misconduct. Importantly, the Burchell test is not objective, and the employee need only be satisfied on balance of probabilities. Decades on from this case the Burchell test still remains a vital tool in safeguarding the rights of works and maintaining fairness in the workplace. It is as applicable today as it was in 1978. 
According to CIPD Article ‘Dismissal: Uk Employment Law’ (2024) a dismissal is when an employer ends a contract of employment. An employment contract gives protection for workers throughout their employment. If an organisation is looking to dismiss an employee lawfully, they must prove that the employee has been dismissed for a fair reason. Employers must act fair and reasonable when handling a dismissal. According to Waite et al (2021) there are 5 reasons that are outlined in Section 98 of the Employment Rights 1996 that sets out fair reasons for dismissal. These reasons are capability/qualifications, conduct, redundancy, legal restrictions, or some other substantive reason. Fair dismissal because of conduct means that an employee gets dismissed due to breaking the organisations rules. Possible situations of this would be theft or abusive behaviour. Organisations must be able to prove the employee has broken these rules. Dismissing someone due to redundancy is fair because this means the role is no longer needed due to the business closing or a branch closing. When dismissing someone through redundancy they must show that selection of redundancy was supported by criteria and applied fairly. Unfair dismissals are conducted when an employee gets dismissed due to several reasons. According to Waite et al (2021) an unfair dismissal reasoning would be wanting to take leave for family e.g. parental leave or being involved in whistleblowing at the organisation. CIPD HR Inform states that employee tribunals have the power to reinstate employment after a claim for unfair dismissal. 
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