Template for raising a grievance
[Insert Date]
Dear [insert the name of your employer/HR manager/line manager],
I am writing to raise a formal grievance about unreasonable and unlawful treatment that I have been subjected to.
My complaint is about [sex harassment/sexual harassment/sex discrimination] that I have been subjected to.  I would like you to investigate these allegations as a grievance under the Company’s grievance policy. I would also like you, as my employer, to take appropriate and prompt action to stop the behaviour complained of and to remedy it.  The name[s] of the perpetrator[s] is/are [insert their full names and job titles/departments they work in].
My complaint is set out below, where I describe the events that constitute [sexual harassment/sex harassment/sex discrimination].
1. [bookmark: a511691][bookmark: _Toc78457008]I am employed as [insert your job title]. My work and role involves [set out the details of your role and the work that you do].
2. On [insert date], [describe the events that took place.].
[Below are some tips to help you set out your grievance:
· Describe the events in chronological order and include times/dates/timelines.
· Include the full names of any individuals involved in the events, including the full name of the harasser/discriminator and any witnesses to the events. 
· If possible, quote specific words or phrases that were used during any meetings or discussions. 
· Provide as much information as possible about the background including the nature of the conversations, any acts that took place or comments that were made.  Include details such as the way in which the person said it, any innuendos or gestures and any subtle details.  
· Describe the events in a way that shows there was a continuing course of conduct that took place over a period of time. 
· Describe how the events made you feel, for example, if the incidents create an intimidating, hostile, degrading, humiliating or offensive environment for you to work in.
· Describe the impact these incidents have had on you (and is continuing to have on you), in terms of your health, your emotional wellbeing, your ability to perform your job, your confidence at work, any impact upon your personal relationships etc.
· If you have already resigned due to the course of conduct described in the paragraphs above, make sure you describe the collective events that led to the final event and describe the last straw that led you to resign. This description is necessary for a constructive dismissal claim, where you need to evidence that you resigned in response to a series of breaches of contract or a “course of conduct” by your employer, which when looking at the events collectively, amounts to a breach of the implied term of trust and confidence. The “last straw” is the final incident in the chain of events that led to you resigning. 
3. [bookmark: _Toc78457009]The conduct described above was unwanted and [of a sexual nature or related to my sex [or the sex of another person, [insert the person’s name]]. The conduct [had the purpose or effect of violating my dignity or created an intimidating, hostile, degrading, humiliating or offensive environment for me].
4. I have evidence in the form of [give details if appropriate, for example, refer to any emails, text messages, WhatsApp messages, voicemail messages you may have].
5. I would like the following action to be taken:
i. A grievance meeting to be held as soon as possible – please send to me a meeting invite and a copy of the Company’s grievance policy
ii. An investigation to take place into the events that occurred and a finding to be made in relation to my complaint
iii. [Describe other immediate or longer term action that will protect you from the harasser, for example, for the harasser to be transferred to another area or department, for you to not have further one-to-one contact with the harasser, or any other remedial action you can think of].
Please let me know when I will receive an invitation to a meeting to discuss my grievance and confirm the next steps in the process. I would like to be accompanied at the meeting and will let you know who my chosen companion is when I receive the invitation to the meeting.
Yours sincerely,
[insert your full name and role]

