
Example letter (Flexible Working) 
[Notes are in square brackets and must be deleted. They are pointers to help you draft the grievance effectively]

Date: 
12 March 2025
Addressee: 
To: HR Director, Jo Small, The Helping Hands Company
Sent: Via email and letter

Background: [giving context to your complaint]
Dear Ms Small
I am writing to complain about the way in which my manager handled my flexible working request. I would like my complaint to be handled in accordance with the staff grievance policy and therefore expect a response within [4 weeks] [Note: Check your staff policy on Grievances and put in the amount of time the policy states they aim to respond to grievances] as per the terms of the policy.
I have been working for The Helping Hands Company as an employee for 5 years as an administrative assistant. I work 5 days a week including one day on a Saturday or Sunday. There has never been an issue with my work. 
I went on maternity leave in March 2024. I am a single parent. 
The Complaint Facts: [setting out the details of the complaint]
In January 2025, I returned to work from maternity leave. On my first day back I submitted a statutory flexible working request to work 4 days a week instead of 5. I explained in my request that I needed to drop my Saturday or Sunday shift as I had no options for childcare on the weekend. There are no nurseries within a 20 mile radius that are open on the weekend and I have no family to help with childcare. I am a single parent.
On 12 January 2025 [When], I was in the staff room, when my manager, Mr Wise [who] asked to see me in his office. Jane Welch [who] was in the staff room and heard this request.
Mr Wise told me he had reviewed my flexible working request and the answer was unfortunately - no. He said “I can’t run a business with you mums expecting to have weekends off just because you want time with your kids.”. [What] 
I was so shocked and upset. I was made to feel that it was my fault for having my child and wanting to continue to work [How]. I didn’t say anything at the time as I was too upset and left his office. I went back into the staff room and started to cry [How]. Jane Welch [Who] asked me what the matter was so I told her what had happened. She said that Mr Wise shouldn’t be talking to me like that and that I should appeal the refusal. 
One day later, on 13 January 2025 [When] I received an email from Mr Wise confirming my flexible working request was refused. [What] The reason given in the refusal was “inability to meet customer demand.”  No further explanation or evidence was provided. [What] 
Mr Wise did not consult with me about the refusal which I understand is a legal requirement. [What] Mr Wise was also hostile and inappropriate in the meeting he had with me on 12 January 2025 [When]. This made me feel awful [How]. The refusal of my flexible working request one day later shows little thought had gone into considering my request in any meaningful way. [What]  I also found Mr Wise’s comments to be hurtful and inappropriate. [How] 
I wasn’t offered a right of appeal. 
I feel [How] I have been treated unfairly as a single mum with childcare responsibilities. I also don’t think Mr Wise would have spoken to a male colleague in this manner. Mr Wise’s comments and the way in which my request has been handled have caused me a lot of upset. I haven’t been sleeping or eating and I feel incredibly stressed as I don’t know how I will be able to support my daughter without my job but I can’t find any childcare for the weekend [How]
[The Legalities]
I believe the Equality Act may apply to my case as I am asking for reduced hours due to my childcare commitments and I would ask that you bear this in mind. 
Outcome / Resolution: [what you want]
I am submitting this grievance as I would like you to reconsider my application for flexible working so that I can continue to work. [Resolution] I am happy to consider any alternatives you feel may be appropriate if you cannot accommodate my request.  I would also like Mr Wise to go on some staff management training including training on family friendly working practices and discrimination. [Resolution] I would like an apology for the way in which Mr Wise spoke to me which was inappropriate. [Resolution]
[Ending]
I have worked for The Helping  Hands Company for 5 years and have always enjoyed my role and worked to the best of my ability. I am really keen to find a solution that works for you and me and hope that we can agree a way forward that works for everyone. 
Thank you for your time
[Enter your name]

