Addressing unfair treatment in the workplace requires a
thoughtful and professional approach. This guide offers a free
template for writing workplace grievance letters regarding
unfair treatment, along with a realistic example, a variation,
and essential components and tips for writing.

Purpose of Workplace Grievance Letters
for Unfair Treatment

= Formal Documentation: Provides a formal record of the
issues faced, which 1s essential for any potential HR
proceedings.

- Seek Resolution: Aims to address and resolve instances
of unfair treatment by bringing them to the attention of
relevant authorities or HR departments.

- Encourage Fair Practices: Highlights areas where
workplace policies or behaviors may need to be reviewed
or changed.

= Support Employee Rights: Empowers employees to stand up
for their rights and seek a fair and respectful work
environment.

Key Components of a Workplace Grievance
Letter for Unfair Treatment

Introduction: Clearly state that you are writing to file a
grievance regarding unfair treatment.

Specific Incidents: Detail the instances of unfair treatment,
including dates, places, and people involved.

Impact on You: Describe how this treatment has affected your
work and well-being.



Desired Outcome: Explain what outcome you are seeking to
resolve the grievance.

Call to Action: Request a meeting or a specific action from
the recipient of the letter.

Closing: End the letter respectfully, expressing hope for a
positive resolution.

Workplace Grievance Letter for Unfair
Treatment Template

[Your Name]

[Your Position]

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Recipient’s Name or HR Manager’s Name]
[Recipient’s Position]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient’s Name or 'HR Manager'],

I am writing to formally file a grievance regarding unfair
treatment I have experienced in my role as [Your Position] at
[Your Company Name]. This letter aims to bring attention to
these issues and seek a resolution.

Specifically, on [Date(s)], I encountered [describe the
incidents of unfair treatment in detail, such as being passed
over for a promotion without explanation, unequal workload
compared to colleagues, etc.]. This treatment has [describe



the impact on your work performance, emotional well-being,
etc.].

I believe that this situation contravenes our company's
policies on [mention any relevant company policies or values].
To resolve this grievance, I am seeking [state your desired
outcome, such as a formal investigation, mediation, etc.].

I would appreciate the opportunity to discuss this matter
further in a meeting with you or the relevant department. I am
committed to finding a positive resolution and continuing my
contributions to the company in a fair and respectful
environment.

Sincerely,

[Your Signature (if sending a hard copy)]
[Your Printed Name]

Example Letter Using the Template

John Smith

Senior Analyst

Tech Solutions Inc.

1234 Digital Way

Techville, TV 67890
john.smith@techsolutions.com
(555) 234-5678

April 15, 2024

Susan Johnson

HR Manager

Tech Solutions Inc.
1234 Digital Way
Techville, TV 67890

Dear Ms. Johnson,

I am writing to formally file a grievance regarding unfair



treatment I have experienced in my role as Senior Analyst at
Tech Solutions Inc. This letter aims to bring attention to
these issues and seek a resolution.

Specifically, on March 10th and March 24th, I encountered
instances where my suggestions in team meetings were
disregarded, while similar ideas from my male colleagues were
praised. This treatment has led me to feel undervalued and
discriminated against, impacting my motivation and mental
health.

I believe that this situation contravenes our company's
policies on equality and inclusivity. To resolve this
grievance, I am seeking a formal investigation into these
incidents and measures to ensure fair treatment in the future.

I would appreciate the opportunity to discuss this matter
further in a meeting with you or the relevant department. I am
committed to finding a positive resolution and continuing my
contributions to the company in a fair and respectful
environment.

Sincerely,

John Smith

Workplace Grievance Letter for Unfair
Treatment Template Variation

[The variation of the workplace grievance letter for unfair
treatment template will be provided in the next message. ]

Workplace Grievance Letter for Unfair
Treatment Template Variation

[Your Name]



[Your Position]

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Recipient’s Name or HR Department]
[Company Name]

[Company Address]

[City, State, Zip Code]

Hello [Recipient’s Name or 'HR Department'],

I am reaching out to bring to your attention a matter of
concern that I have encountered in my position at [Your
Company Name]. As [Your Position], I have always strived to
perform my duties diligently. However, recent events compel me
to file a grievance related to unfair treatment.

In the past few weeks, I have observed a pattern of unfair
treatment, particularly in [describe specific instances, such
as allocation of challenging projects, recognition, or
workload]. For example, on [Date], [describe an incident that
clearly shows the unfair treatment].

This situation has had a significant impact on my professional
growth and mental well-being, as it [explain the effects, such
as creating a stressful work environment, feeling overlooked,
etc.].

I am seeking [state your desired resolution, such as equal
opportunities, a review of current practices, etc.], to ensure
a fair and equitable workplace. I believe addressing this
issue aligns with our company’s commitment to [mention any
relevant values or policies, like diversity and inclusivity].

I would appreciate the opportunity to discuss this matter in
more detail. Your understanding and intervention in this
matter are crucial for maintaining a positive and productive



work environment.
Best regards,

[Your Signature (if sending a hard copy)]
[Your Printed Name]

Example Letter Using the Variation
Template

Emma Williams

Graphic Designer

Creative Design Agency

5678 Art Street

Design City, DC 12345
emma.williams@creativedesign.com
(555) 987-6543

April 18, 2024

HR Department

Creative Design Agency
5678 Art Street

Design City, DC 12345

Hello HR Department,

I am reaching out to bring to your attention a matter of
concern that I have encountered in my position at Creative
Design Agency. As a Graphic Designer, I have always strived to
perform my duties diligently. However, recent events compel me
to file a grievance related to unfair treatment.

In the past few weeks, I have observed a pattern of unfair
treatment, particularly in the distribution of high-profile
projects. For example, on April 5th, despite my extensive
experience and proven track record, I was overlooked for a
major project that was assigned to a new team member without
similar credentials.



This situation has had a significant impact on my professional
growth and mental well-being, as it has made me feel
undervalued and sidelined.

I am seeking an equitable distribution of projects and a
review of current assignment practices, to ensure a fair and
equitable workplace. I believe addressing this issue aligns
with our company’s commitment to equal opportunity and
professional development.

I would appreciate the opportunity to discuss this matter in
more detail. Your understanding and intervention in this
matter are crucial for maintaining a positive and productive
work environment.

Best regards,

Emma Williams

These templates offer a structured approach for employees to
articulate their concerns about unfair treatment in the
workplace, aiming to initiate constructive dialogue and
resolution within the organization.



