Addressing workplace discrimination 1s a sensitive and
critical issue. This guide provides a free template for
writing workplace discrimination complaint letters, along with
a realistic example, a variation, and essential components and
tips for writing.

Purpose of Workplace Discrimination
Complaint Letters

= Formal Documentation: Creates an official record of the
discriminatory incidents, which 1s crucial for any
further proceedings.

= Initiate Resolution: Aims to address and rectify
instances of discrimination by bringing them to the
attention of relevant authorities or HR departments.

-Promote Equality: Helps in ensuring a workplace
environment where all employees are treated equally and
fairly.

= Support Employee Rights: Empowers employees to stand up
against discrimination and uphold their rights in the
workplace.

Key Components of a Workplace
Discrimination Complaint Letter

Introduction: State the purpose of the letter, including your
position and length of employment.

Description of Discriminatory Incidents: Detail the specific
incidents of discrimination, including dates and those
involved.

Impact on You: Explain how the discrimination has affected
your work and well-being.



Previous Steps Taken: Mention any attempts you have made to
resolve the issue internally.

Desired Outcome: Specify the outcome you are seeking to
address the discrimination.

Closing: Conclude respectfully, expressing hope for a positive
resolution.

Workplace Discrimination Complaint 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 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 report instances of discrimination
that I have experienced in my role as [Your Position] at [Your
Company Name]. I have been with the company for [Your Tenure
at the Company], and it is with great concern that I bring
these matters to your attention.

On [Date(s)], I encountered discriminatory behavior by
[Name(s) of Individual(s) or Department(s)]. Specifically,
[describe the specific incidents of discrimination, such as



comments, actions, decisions, etc.]. These 1incidents have
affected my [describe how the discrimination has impacted your
work performance, mental health, etc.].

Despite my attempts to address these issues by [mention any
steps you have previously taken], I have not seen a change in
the situation. Therefore, I am seeking [state your desired
outcome, such as an investigation, training on discrimination,
etc.].

I am hopeful that this letter will lead to positive change and
a more inclusive workplace environment. I am available to
discuss this matter further and provide additional details as
required.

Sincerely,

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

Example Letter Using the Template

Jessica Lee

Graphic Designer

Creative Studios

123 Art Road

Artville, AV 67890

jessica. lee@creativestudios.com
(555) 321-9876

April 20, 2024

Karen White

HR Manager
Creative Studios
123 Art Road
Artville, AV 67890

Dear Ms. White,



I am writing to formally report instances of discrimination
that I have experienced in my role as Graphic Designer at
Creative Studios. I have been with the company for three
years, and it is with great concern that I bring these matters
to your attention.

On March 15th and April 5th, I encountered discriminatory
behavior by members of the marketing team. Specifically, my
ideas and contributions were consistently ignored or dismissed
without consideration, solely based on my gender. These
incidents have affected my confidence and sense of belonging
in the workplace.

Despite my attempts to address these issues by speaking
directly to the individuals involved, I have not seen a change
in the situation. Therefore, I am seeking a formal review of
these incidents and sensitivity training for the team on
gender discrimination.

I am hopeful that this letter will lead to positive change and
a more inclusive workplace environment. I am available to
discuss this matter further and provide additional details as
required.

Sincerely,

Jessica Lee

Workplace Discrimination Complaint Letter
Template Variation

[The variation of the workplace discrimination complaint
letter template will be provided in the next message.]

Workplace Discrimination Complaint 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]
[Company Name]

[Company Address]

[City, State, Zip Code]

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

I am writing to bring to your attention a serious matter of
concern regarding discriminatory practices I have faced at
[Your Company Name]. As a dedicated [Your Position], it is
with reluctance but necessity that I highlight these issues.

I have been subject to discriminatory behavior, specifically
on [Dates], where I experienced [describe incidents of
discrimination, such as unequal treatment, derogatory
comments, etc.], which were directed towards me based on
[state the reason, such as race, age, gender, etc.]. This has
had a considerable impact on my [explain the impact on your
professional and personal well-being].

Attempts to resolve this through [mention any previous steps
taken] have unfortunately been unsuccessful. Consequently, I
am compelled to seek [mention your desired resolution, such as
a formal investigation, policy review, etc.].

I trust that [Your Company Name] values an inclusive and
respectful work environment, and thus, I look forward to your
prompt and constructive response to this issue.



Best regards,

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

Example Letter Using the Variation
Template

Michael Brown

Software Engineer

Innovate Tech

456 Technology Parkway

Tech City, TC 12345
michael.brown@innovatetech.com
(555) 654-3210

April 22, 2024

HR Department

Innovate Tech

456 Technology Parkway
Tech City, TC 12345

Hello HR Department,

I am writing to bring to your attention a serious matter of
concern regarding discriminatory practices I have faced at
Innovate Tech. As a dedicated Software Engineer, it is with
reluctance but necessity that I highlight these issues.

I have been subject to discriminatory behavior, specifically
on February 20th and March 10th, where I experienced unequal
treatment and exclusion from key project meetings, which were
directed towards me based on my age. This has had a
considerable impact on my professional growth and sense of
value within the team.

Attempts to resolve this through discussions with my immediate
supervisor have unfortunately been unsuccessful. Consequently,



I am compelled to seek a thorough investigation into these
matters and a review of team inclusivity policies.

I trust that Innovate Tech values an inclusive and respectful
work environment, and thus, I look forward to your prompt and
constructive response to this issue.

Best regards,

Michael Brown

These templates offer a structured approach for employees to
address and seek resolution for instances of discrimination in
the workplace, aiming to foster an environment of equality and
respect.



