
WRITING A FORMAL GRIEVANCE LETTER TEMPLATE

Any employee who wants to file a formal complaint at work should learn how to write a grievance letter. This is the first
step to take if you feel.

So the first time you reference an individual, make sure you use their full name and confirm their job title.
There are many different strategies out there, but in most instances we recommend that a grievance sets out the
facts in detail and references the law more superficially. If you believe that your employer has failed to uphold
the serious parts of your grievance despite there being evidence to do so, then you must appeal. How to use
this document After filling this form, the employee raising this grievance must sign this letter and give it to the
employer. Below is a basic template, which you may find helpful in structuring your grievance. Grievance
appeal letter You can normally appeal to higher management or a different boss so long as your company is
big enough. Detailed points of law can be addressed subsequently if and when necessary and preferably with
the assistance of legal counsel. However, if your employer has failed to respond to any part of your grievance
in the outcome letter, then you should raise this in your appeal letter. Instead, explain to your employer that
you feel badly treated and let down and will have to consider your options. Grievance appeal outcome Your
employer will write to you giving you a final outcome to your appeal. Some companies have their in-house
forms, which they may ask you to use. It is important to do so quickly as statutory time limits will likely
apply. Where possible quote the specific phrases or words used in significant meetings or discussions. Also,
the general rules of contract are also applicable to the document. This is the final decision and there is no right
of appeal further. This grievance appeal letter is similar to the initial grievance letter, but is your chance to
comment on the Outcome letter. This will enable your employer to claim that they acted fairly overall and
gave it due consideration. Cross reference any supporting evidence and identify any witnesses by name. How
to modify the template You fill out a form. Timelines are very important in legal disputes and the more
specific you can be the more credibility you will have. If you are affected by sexual discrimination or other
forms of workplace mistreatment, you should approach a specialist solicitor directly for advice. I would
usually put the onus on the Company to propose solutions in the first instance. Set out the attempts you have
made to resolve the issues and explain that this letter is a last resort. This commits your employer to state in
writing their reasons for dismissing your grievance, this is an advantage as later on they are unable to change
their story. Most employees are not lawyers and not expected to present a legal argument. Applicable law
There is no formal law regulating the grievance procedure, however, some organizations have a manual which
may regulate this. Aside from moral considerations, if you make false allegations, you could easily find
yourself on the receiving end of a disciplinary process. This will put you in a good light with your employer.
Explain that you regret having to raise a formal grievance, but you felt like you had no other option.
Summarise the issues you are raising You should next set out the events that relate to your grievance.


