



Please delete this page
Instructions for use of this template complaint letter

This document is provided as a template complaint letter for harassment from a current employer.  

The template has been formatted so that you can insert information about your specific complaint. In the template, any text in blue italics and enclosed in [square brackets] should be deleted or replaced e.g. '[your name]' should become 'Harry Smith'. 

Once you have finished drafting the letter, there should be no blue text or [square brackets] remaining. 

Please note that proceedings must be issued within three months of the date of the discriminatory act, so a letter of complaint should be sent well in advance of this deadline.


[your address]

[Employer’s name] 
[Employer's address]
[date] 

To [Employer] 

[bookmark: _Hlk189817920]Re:	Harassment  
	Disability Discrimination

This is a letter of complaint in relation to the harassment I experienced at [name and address of Employer] on [date] related to my disability. I request that you take immediate action to respond to [each of] my concerns set out in this letter and (ii) to put measures in place to ensure this does not happen again [and (iii) to compensate me for the loss suffered].

Information about my disability 

I have a disability within the meaning of section 6 of the Equality Act 2010 (the "Equality Act"). "). [Insert brief description of your disability and how it impacts your life in a manner relevant to the incident, e.g., "I have cerebral palsy and use a manual wheelchair to get around." There is no need to provide a detailed medical explanation or any medical evidence, although your letter should aim to provide sufficient detail so that the recipient can properly assess what adjustments are reasonably required].

Legal basis to this complaint

The Equality Act prohibits unlawful discrimination against persons with a protected characteristic. This includes harassment at work in relation to a disability.

Section 40 of the Equality Act specifically provides that employers are prohibited from harassing their employees.

Factual basis to this complaint

On [date of incident] at [time], I was [provide information on where you were and what you were doing, and describe what happened to you, covering the following areas:

· Set out the facts of what happened, being specific and clear.
· Explain the unwanted conduct that you were subject to. There are a number of ways in which you may have experienced unwanted conduct, such as:
· A serious one-off incident e.g. physical abuse or use of a slur;
· Being subject to repeated behaviour e.g. you are ostracised from your team because they discover you have a disability;
· Receiving written words, imagery, graffiti, gestures, mimicry, jokes, pranks or physical behaviour e.g. your colleague repeatedly mocks your disability or plays pranks such as removing any auxiliary aid you use;
· Explain how the unwanted conduct violated your dignity or created an intimidating, hostile, degrading, humiliating or offensive environment for you. The person responsible for the conduct does not need to have deliberately harassed you, so long as the conduct had the effect of creating an intimidating, hostile, degrading, humiliating or offensive environment. 
· For example: "Being ostracised from the team is humiliating and has made it incredibly hard for me to do satisfactory work. I am alone in the workplace and the environment is very uncomfortable."
· Explain the impact it had on your feelings e.g. whether it caused you upset, frustration, worry, anxiety, mental distress, fear, grief, anguish, humiliation, unhappiness, stress, depression and so on.]

The [state the conduct, e.g. "repeated remarks", "office banter" or "mockery"] [delete as appropriate: [violated my dignity] or [created an intimidating, hostile, degrading, humiliating or offensive environment]]. Taking into account all circumstances of the case, it was reasonable that the conduct had the aforementioned effect.

[bookmark: _Hlk184722286][Include if relevant:] If you had [detail the reasonable steps you suggest they could have taken to protect disabled persons from discrimination in the workplace], I would have not been unfairly harassed and discriminated against. 

Next steps

In response to this letter, I request: 

1. A written apology, with an explanation of why you allowed this conduct to occur;

1. [If relevant, provide a request to change the policy in relation to harassment in the workplace with specific focus on disabled persons and/or training and disciplinary action for those who took part in the misconduct].

[To be included if you wish to seek compensation for damage to your feelings in addition to a change of practice and loss suffered:

[bookmark: _Hlk188292272]I also note that I may be entitled to compensation should it be necessary for proceedings to be issued.]

Further correspondence 

[bookmark: _Hlk188293074]I have previously attempted to resolve the matter by [detail any previous attempts at resolving matter] but you have failed to take any action, hence I have felt it necessary to send this letter.

[bookmark: _Hlk192269258]There is a three-month limitation period for claims brought under the Equality Act, starting from the date of the discriminatory act. Due to these time constraints, I require a response in writing [to be deleted as appropriate: to the address at the head of this letter/to my email address which is [insert]] within 15 working days from the date of this letter [note that you may wish to shorten the reply deadline if you are nearing the end of the limitation period and wish to issue proceedings]. You should consider notifying your insurers about the content of this complaint, in accordance with the terms of your policy.

[bookmark: _Hlk184722321][bookmark: _Hlk188293586]If I do not hear from you by the deadline set out above, or if you deny that you are in breach of the Equality Act, I [delete if you will be self-represented: will instruct solicitors to assist in bringing] [delete if you would engage a solicitor: reserve the right to bring] a claim under the Equality Act without further notice to you. 


Yours faithfully,

[your name] 




