
Raising concerns about work-life balance in the workplace is
crucial for maintaining employee well-being and productivity.
This guide offers a free template for writing a letter about
work-life balance concerns, along with a realistic example, a
variation, and essential components and tips for writing.

 

Purpose of Raising Concerns About Work-
Life Balance

Address Personal Needs: Communicate personal struggles
with balancing work and life responsibilities.
Seek  Support:  Request  understanding  and  support  from
employers  to  find  a  balance  that  benefits  both  the
employee and the organization.
Promote  a  Healthy  Work  Environment:  Highlight  the
importance of work-life balance in creating a healthy,
sustainable workplace.
Encourage  Positive  Change:  Initiate  discussions  that
could lead to broader organizational changes benefiting
all employees.

 

Key  Components  of  a  Work-Life  Balance
Concern Letter
Introduction:  State  the  purpose  of  the  letter  and  your
position in the company.

Description  of  Concerns:  Clearly  describe  your  concerns
regarding work-life balance.

Impact on Performance: Explain how the current situation is
affecting your work performance and personal well-being.

Proposed  Solutions:  Suggest  practical  solutions  or



accommodations  that  could  help  address  the  issue.

Request for Discussion: Express a desire to discuss the issue
further to find a mutually beneficial resolution.

Closing: Conclude the letter by thanking the recipient for
their understanding and consideration.

 

Work-Life Balance Concern Letter Template

[Your Name]
[Your Position]
[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient’s Name or Supervisor’s Name]
[Recipient’s Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Recipient’s Name or 'Supervisor'],

As a valued member of [Your Company Name], I am writing to
express my concerns regarding the current work-life balance I
am experiencing in my role as [Your Position]. While I am
committed to my job and enjoy my work, I have been finding it
increasingly  challenging  to  manage  work  responsibilities
alongside my personal life.

Recently, I have noticed that [describe specific work-life
balance issues you are experiencing, such as extended work
hours,  work  encroaching  on  personal  time,  difficulty
disconnecting from work, etc.]. This has begun to affect not



only my well-being but also my performance and productivity at
work.

To  address  this,  I  propose  [suggest  solutions,  such  as
flexible working hours, remote work options, adjustment of
workload,  etc.].  I  believe  these  changes  could  help  in
creating a more sustainable balance, allowing me to maintain
my performance and dedication to my role.

I would appreciate the opportunity to discuss this matter
further and explore possible solutions that would benefit both
my well-being and the organization's needs.

Thank you for considering my concerns and for your ongoing
support. I am hopeful that we can work together to find a
mutually beneficial resolution.

Sincerely,

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

 

Example Letter Using the Template

Emily Johnson
Graphic Designer
Creative Designs Inc.
1234 Design Lane
Artville, AV 56789
emily.johnson@creativedesigns.com
(555) 678-1234
April 20, 2024

Sarah Thompson
Creative Director
Creative Designs Inc.
1234 Design Lane
Artville, AV 56789



Dear Ms. Thompson,

As a valued member of Creative Designs Inc., I am writing to
express my concerns regarding the current work-life balance I
am experiencing in my role as Graphic Designer. While I am
committed to my job and enjoy my work, I have been finding it
increasingly  challenging  to  manage  work  responsibilities
alongside my personal life.

Recently, I have noticed that the demands of urgent project
deadlines and client revisions have led to regular late-night
work and weekend engagements. This has begun to affect not
only my well-being but also my performance and productivity at
work.

To  address  this,  I  propose  a  discussion  about  potential
flexible working hours and the possibility of delegating tasks
within the team to manage the workload more effectively. I
believe  these  changes  could  help  in  creating  a  more
sustainable balance, allowing me to maintain my performance
and dedication to my role.

I would appreciate the opportunity to discuss this matter
further and explore possible solutions that would benefit both
my well-being and the organization's needs.

Thank you for considering my concerns and for your ongoing
support. I am hopeful that we can work together to find a
mutually beneficial resolution.

Sincerely,

Emily Johnson

 

Work-Life Balance Concern Letter Template
Variation
[The  variation  of  the  work-life  balance  concern  letter
template will be provided in the next message.]



 

Work-Life Balance Concern Letter 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’s Name]
[Company Name]
[Company Address]
[City, State, Zip Code]

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

I am reaching out as an employee of [Your Company Name] in the
capacity of [Your Position], to address a concern that is
affecting not only my work performance but also my overall
well-being.  My  concern  pertains  to  the  challenges  I  am
currently facing in maintaining a healthy work-life balance.

In recent months, the nature of my work, specifically [mention
specific aspects of your job contributing to the imbalance,
such  as  prolonged  working  hours,  high  workload,  lack  of
flexibility,  etc.],  has  increasingly  encroached  upon  my
personal  time.  This  imbalance  has  led  to  [explain  the
consequences  you  are  facing,  such  as  stress,  reduced
productivity,  impact  on  family  life,  etc.].

To  better  manage  this  situation,  I  would  like  to  propose
[suggest feasible solutions or adjustments, like adopting a
compressed  workweek,  telecommuting  options,  redistributing
certain responsibilities, etc.]. I believe these changes would
greatly assist in aligning my professional responsibilities



with my personal commitments.

I am fully committed to my role and the success of [Your
Company Name], and I am confident that with some adjustments,
I  can  continue  to  contribute  effectively  while  also
maintaining  my  health  and  well-being.

I appreciate your understanding and am open to discussing
these proposals or other potential solutions that would be
beneficial for both the company and myself.

Thank you for your attention to this important matter.

Warm regards,

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

 

Example  Letter  Using  the  Variation
Template

Jacob Martinez
Senior Analyst
Datawise Solutions
6789 Analytics Blvd
Data City, DC 98765
jacob.martinez@datawisesolutions.com
(555) 432-9876
April 28, 2024

HR Department
Datawise Solutions
6789 Analytics Blvd
Data City, DC 98765

Hello HR Department,

I am reaching out as an employee of Datawise Solutions in the



capacity  of  Senior  Analyst,  to  address  a  concern  that  is
affecting not only my work performance but also my overall
well-being.  My  concern  pertains  to  the  challenges  I  am
currently facing in maintaining a healthy work-life balance.

In recent months, the nature of my work, specifically the
increased demand for data analysis on short deadlines, has
increasingly encroached upon my personal time. This imbalance
has led to prolonged stress and a noticeable decrease in my
productivity, as well as limited time for family commitments.

To better manage this situation, I would like to propose the
option of telecommuting two days a week. I believe this change
would greatly assist in managing my workload more efficiently
while reducing the stress associated with long commutes.

I am fully committed to my role and the success of Datawise
Solutions, and I am confident that with some adjustments, I
can continue to contribute effectively while also maintaining
my health and well-being.

I appreciate your understanding and am open to discussing
these proposals or other potential solutions that would be
beneficial for both the company and myself.

Thank you for your attention to this important matter.

Warm regards,

Jacob Martinez

These templates provide a professional and respectful approach
for employees to communicate their concerns regarding work-
life  balance,  seeking  solutions  that  benefit  both  the
individual  and  the  organization.


