Example letter (Maternity Discrimination)
[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 I have been treated on maternity leave and since my return. 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] as per the terms of the policy.
I have been working for The Helping Hands Company as an employee for 5 years as a 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 December 2024 [When], I contacted my manager, Mr Wise [Who], about my return to work in January 2025. Mr Wise informed me that things had changed a bit while I was away but not to worry, they had some fun stuff for me to do when I came back. I asked how things had changed and Mr Wise told me to “not worry my pretty little head about it” and to concentrate on my “little sproglet”. [What] He laughed. 
When I did return to work on 12 January 2025 [When], I realised my maternity cover, Lucy Lynch, was still in post. I thought perhaps she had been kept in post to allow a smooth handover. When I asked Lucy about how much longer she was going to be at the company she said she had been made permanent. I was a bit concerned so I asked her what role she would be doing. She replied – “I think I am keeping this job and they are going to give you something else as that may suit better with you having a kid”. [What] 
I was really concerned about what Lucy had said so I asked Mr Wise [Who] if we could speak. He said “Gosh not one hour back and already taking up management time”. I asked if we could speak privately as we were in an open plan area. Janet Welch and Harry Hammond [Who] heard his comments. We went into a side office. I explained I was worried about my role as Lucy had told me she was staying on. Mr Wise said that things had changed a bit while I was “off with the baby”, and that Lucy was going to stay on as his assistant as he needed someone who could work later if needed and he knew I would need to go home to look after the baby. He said not to worry though – they had a  role that was better for me. I could work on the phones in reception which is something he knew I could do as I started out in that role 5 years ago and that way I’d be able to leave on time everyday. He smiled and left [What]. I was so upset. I was shaking and crying [How]
I feel [How] I have been treated unfairly as a single mum returning from maternity leave. I have taken legal advice and understand I have the right to return to my old role unless not reasonably practicable. It is of course practicable for me to return. My role exists – it has been given to my maternity cover. 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 return to work has been handled have caused me a lot of upset. I haven’t been sleeping or eating and I feel incredibly stressed. Had I not gone on maternity leave, I would still have my role as an administrative assistant. Instead I am being forced to take a role I started off in 5 years ago which has left me feeling really low and depressed. [How]
[The Legalities]
I believe I have been discriminated against as a mother returning from maternity leave [Think carefully about whether you want to include this. Setting out that you feel you have been discriminated against in plain words like this can seriously damage employment relations between you and your employer. You may only want to add this if you feel you know you don’t want to continue to work for them or if you know you will be bringing a claim]
Resolution: [what you want]
I am submitting this grievance as I understand I have the legal right to return to my old job following on from maternity leave. I have effectively been demoted to a job I did 5 years ago because I had a baby.  
I would like: [Resolution]
· An apology from Mr Wise
· Immediate reinstatement to my role as administrative assistant
· Mr Wise to go on mandatory HR training on managing staff and discrimination awareness training.

[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 return to my role and to keep working hard for you and the company.
Thank you for your time
[Enter your name]

