Your Full Name]
[Your Address]
[Your Email]
[Your Phone Number]
[Date]


CONFIDENTIAL AND WITHOUT PREJUDICE
[Full Name of Your Manager or HR Manager]
[Their Job Title]
[Company Name]
[Company Address]
Dear [Mr./Ms./Mx. Last Name],
Subject: Formal Grievance Letter
I am writing to raise a formal grievance. This letter outlines the nature of my complaint, provides a chronology of key events, details the policies and duties I believe have been breached, and proposes a resolution.

1. Summary of My Grievance
[Use this section to provide a clear, concise, top-line summary of the problem. What is the grievance about? Who is involved?]
My grievance concerns [describe the issue, for example, bullying and harassment by a colleague, a discriminatory action, a change in my terms and conditions, an unfair workload, etc.]. The key parties involved are [list your name and the names/titles of anyone else directly involved].

2. Background and Chronology of Events
[This is the most important section. List the key events in chronological order. Be specific with dates, times, and what happened. Stick to the facts and avoid emotional language.]
The key events that have led to this grievance are as follows:
· On [Date]: [Describe the first key event. For example: "I was verbally reprimanded by [Name] in front of my colleagues regarding the X project. Their tone was unprofessional and demeaning."]
· On [Date]: [Describe the next event. For example: "I raised my concerns about this incident in an email to my line manager, [Manager's Name]. I received no response."]
· On [Date]: [Continue to list all relevant events in date order. Include any meetings, conversations, or further incidents.]
3. Breach of Company Policy and/or Legal Duties
[This section elevates your grievance by showing that the company has failed to follow its own rules or legal obligations. Refer to specific company policies if you can find them in your staff handbook or intranet.]
I believe the events described above constitute a breach of the following:
· Company Policy: [For example: "The company's Bullying and Harassment Policy (Section 3.1) and the Grievance Procedure (Section 2.2)."]
· My Contract of Employment: [For example: "The implied term of mutual trust and confidence."]
· Legal Duties: [For example: "The employer's duty of care to ensure my health, safety, and welfare at work."]
4. Supporting Evidence
[List the evidence you have to support your claims. This shows you are organised and makes your grievance harder to dismiss.]
I would like to rely on the following evidence in support of my grievance3:

· [For example: "Emails between myself and [Name] dated [Date] and [Date]."] 

· [For example: "My personal written notes of the incidents."] 

· [For example: "The names of witnesses who were present, such as [Witness's Name]."] 

5. Proposed Resolution
[Explain what you want the company to do to resolve this matter. Be specific, reasonable, and constructive.]
To resolve this grievance, I would like to propose the following outcomes:

· A full and impartial investigation into the issues raised.
· A formal apology.
· Assurances that I will not be subjected to any form of reprisal or victimisation for raising this grievance.
· [Add any other reasonable requests, for example: mediation with the other party, a change in my reporting line, or for staff in the department to receive training on the relevant policy.]
Please confirm receipt of this letter and inform me of the next steps in the grievance process in line with the company's policy.
I would be grateful to arrange a meeting to discuss this grievance at your earliest convenience. As is my statutory right, I would like to be accompanied at this meeting by [a colleague's name or a trade union representative].

Yours sincerely,
[Your Name]

