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Document: Grievance Policy 

What is this? 
This is Cara House Family Resource Centre’s (Cara House 

FRC) current Grievance Policy 

CRA Code Sections:                N/A 

Use of Document: 
Directors of Cara House FRC – WRC Code of Practice 

       Date Approved:  

This Policy was approved by the Voluntary Board of Directors of  

Cara House FRC at its meeting on 26/01/2026 

            Review Date: 

This Policy will be reviewed by the Voluntary Board of Directors 

of Cara House FRC on January 2029  



Grievance Procedure  
The purpose of this policy is to provide employees with a readily accessible procedure for 
addressing any grievances they may have at work.  
 
A grievance is any event, condition, rule or practice which is believed by an employee to 

violate their civil or employment rights, treat them unfairly or cause them any degree of 

unpleasantness or unhappiness on the job. A grievance may include a breach of contract, 

rights, policies or procedures. It may also include workplace behaviours or practices that 

cause unfair treatment or disadvantage.  

A grievance is not a situation regarding performance management decisions, or complaints 

that are covered under Cara House FRC’s policies e.g. Bullying and Harassment Policy.  

It is the policy of Cara House FRC that a culture of good communication, openness and a 
willingness to co-operate and listen will exist. Therefore, it is envisaged that the majority of 
these issues or misunderstandings will be capable of being addressed informally in an efficient 
and effective manner. However, where such issues are unresolved, they may become 
grievances. Employees are encouraged to seek resolution of an issue by utilising this 
procedure and will not be subject to any unfavourable treatment for doing so.  
 
At each grievance meeting held under the formal procedure, the employee has the right to be 
represented by a work colleague or a trade union representative (or an alternative external 
support person if neither of these are available). The grievance procedure should not be used 
to lodge appeals against disciplinary sanctions. Cara House FRC’s disciplinary procedure 
contains sufficient mechanisms for dealing with an employee’s dissatisfaction with a 
disciplinary sanction applied to them.  
 
Cara House FRC reserves the right to engage external third-party assistance at any stage of 
the grievance process. In addition, a representative from Cara House FRC’s HR consultants 
may be present at all formal grievance hearings.  
 
Where the grievance is made with malicious intent, the employee will be subject to Cara 
House FRC’s disciplinary procedure.  
 
This procedure does not constitute contractual terms and conditions. Cara House FRC 
reserves the right to amend any provision of this procedure subsequent to appropriate 
consultation. Employees are reminded of the existence of the Whistleblowing Policy and 
Procedure for concerns related to any wrongdoing by the business. Such concerns should not 
be raised via the Grievance procedure.  
 
Code of Practice on Grievance and Disciplinary Procedures  
This policy fully incorporates the provisions of the Workplace Relations Commission’s Code of 
Practice on Grievance and Disciplinary Procedures.  
 
Procedure  
In order to provide an effective and timely resolution of employee concerns, the following 
procedure will be followed to ensure that employee complaints or problems receive full and 
careful attention.  
 
Reasonable accommodation will be made to the procedure for disabled employees. Any 
employee who experiences difficulty with the procedure for any reason should seek assistance 
from their manager.  
 
 
 



 
Informal discussion  
It is often preferable for all concerned that grievances are dealt with informally. This is likely to 
produce solutions which are speedy and effective. The informal procedure for dealing with 
grievances is outlined below. If you have a grievance, you should:  
Approach your manager, who will discuss the matter with you.  
Or  
On the occasion when you feel that approaching your manager would be inappropriate or 
cause you difficulty (e.g., the problem or dissatisfaction is with your manager, then you should 
discuss the matter with a member of the management committee).  
 
The manager or a member of the management committee will make every effort to resolve the 

matter by discussing the matter with you and facilitating an acceptable outcome.  

If discussing the issue informally does not result in an acceptable outcome, you should invoke 
the formal procedure as outlined below.  
 
Formal procedure  
 
Details of who to contact at each stage will be provided to you at the beginning of the process. 
 
Step one  
Under step one, a meeting will be arranged between the manager and the employee. If your 
grievance involves personal or other sensitive issues, which you would consider inappropriate 
to raise directly with the manager, then you should seek advice from a member of the 
management committee.  
 
A note-taker will also be present. The employee may be represented by a colleague. The 
meeting will be held to discuss the grievance in detail, and the employee should take any 
documents or evidence they have regarding the grievance to the meeting.  
 
The manager will complete a full investigation into the matter. This may involve holding 
investigation meetings with witnesses, requiring witness statements to be produced and 
reviewing written evidence. A decision will be taken by the manager following the investigation 
and the grievance will be responded to, in writing, within an agreed timeframe of the hearing 
being held (10 working days). The employee will be informed of actions to take if they wish to 
appeal the outcome. Minutes of the hearing will be taken, and copies will be made available to 
the employee. A copy of the minutes will be stored on file.  
 
Step two  
If the employee is not satisfied with the outcome of step one, the matter will progress to be 
heard by an alternative member of the management committee, in place of the manager. The 
employee should write to the alternative Manager setting out the reasons for their 
dissatisfaction. Step two will involve the same procedural steps as stage one, and the outcome 
will be provided to the employee within an agreed timeframe of the hearing. The hearing will 
be held by the alternative Manager. The employee will be informed of actions to take if they 
wish to appeal the outcome.  
 
Step three  
If the employee is not satisfied with the outcome of stage two, the matter will progress to be 
heard by the Board of Management in place of the member of the management committee. 
The employee should write to the Board of Management setting out the reasons for their 
dissatisfaction. Step three will involve the same procedural steps as step two, and the 
outcome will be provided to the employee within an agreed-upon timeframe of the hearing. 
The hearing will be held by the Board of Management.  



 
There will be no further appeal after stage three. The Board of Management may decide to 
allow an external review. Revert to Cara House FRC’s Complaints Policy and Procedure.   
 
In the event of any issues arising which cannot immediately be disposed of and which are 
being processed in accordance with the above dispute procedure, normal working, under 
protest, if necessary, will continue, pending a settlement to the dispute.  
 
Simultaneous grievance and disciplinary matters  
Cara House FRC will make a decision on how to progress matters when an employee raises a 
grievance about a disciplinary procedure involving them. The disciplinary hearing may be 
suspended for a short duration while the grievance is investigated however, Cara House FRC 
will assess the exact nature of the grievance and will have the final say over the suspension of 
a disciplinary procedure.  
 
Extending timescales under the procedure  
The timescales outlined in this procedure will be adhered to whenever this is reasonably 
practicable. There may be extenuating circumstances that are outside of either party’s control, 
for example, where a key witness is unavailable, or the grievance requires extensive 
investigation.  
 
Where it is not reasonably practicable to adhere to the deadlines, both parties will discuss and 
agree on any extension to the timelines.  
 
Mediation  
Cara House FRC reserves the right to seek assistance from external mediators at any stage in 

the grievance procedure. Where both parties agree to undertake mediation, the grievance 

process will be suspended whilst this is ongoing. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Review 

This policy will be reviewed every three years or sooner if required. 

 

Signed: ________________________ (Chairperson) Date: ______/______/______ 

 

Signed: ________________________ (Director)  Date: ______/______/______ 
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