[Your name]

[Your address]

[Date]

[Employer name]

[address]

Dear [NAME],

Formal Grievance
[Obtain a copy of your Employer’s grievance policy, or if there isn’t one, look at the ACAS Code and accompanying Guidance].

Please accept this email as my formal grievance in relation to the matters set out in detail below. I believe that [insert brief details – e.g. I am being treated unfavourably because of my pregnancy and maternity leave / unfairly performance managed / disciplined unfairly etc.].
Start with a short introduction setting out a brief history of your employment: when you started, your job title and what you do. When referring to a colleague for the first time, use their full name and put their job title in brackets. 

· Set out the factual background to your complaint in chronological order and be specific about what you are complaining about. For example, if you believe you are being bullied and harassed, explain exactly what has been said by who, and how this made you feel. 
· Keep your account as factual and relevant as possible. Background is usually necessary in order to understand why the events affected you. Try to keep it brief so that you do not detract from the main issues.
· If your letter is long, consider using section headings and/or numbered paragraphs so that you can make sure all of your points are dealt with at your grievance meeting. 
· Assume that the recipient has no knowledge of what has happened to you or your complaint. 
· Insert dates wherever possible to show a clear timeline of events. If you can’t remember a date, you could say “on or around date” or “a few days before date”.
· Refer to any evidence that you have to support your grievance, such as relevant emails and identify any relevant witnesses. Where possible, quote from the actual document  
· Summarise how you have been personally affected in terms of your health, mentally or physically, your performance at work, and what outcome you want from bringing your grievance. This can include apologies, compensation, reasonable adjustments, etc. 

· If you have had to take time off with stress, refer to this and the date that you were signed off sick, and also set out any reasonable adjustments you might need at your grievance meeting, particularly if you have a mental health issue. 
· Ask for your employer to organise a grievance meeting and give the name of the person you would like to accompany you. This can be a trade union representative or a work colleague. 
· If there is any evidence or emails, or people that you require the company to interview, please set this out here. 

· Consider making a Subject Access Request at the same time as lodging this grievance, setting out any electronic communications between relevant individuals, such as HR and your line manager, so that you are fully informed and the company have to investigate properly. 
Yours sincerely,
