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 INDIVIDUAL GRIEVANCE PROCEDURE  
 
The Foyle Food Group acknowledges that grievances can arise in the normal course of 
interaction in any workplace. As such the objective of this procedure is to provide an 
employee (or ex-employee) who has a grievance, with the opportunity to have it 
examined quickly and effectively and where a grievance is deemed to exist, to have it 
resolved, if possible, at the earliest practicable moment and at first level of 
management. Full recognition is given to the significance of personal grievances and 
both parties are determined that all grievances and disputes will be dealt with without 
undue delay.  
 
Ideally, employees should initially raise any grievances informally with their Supervisor, 
with a view to finding solutions. Where an employee chooses to raise matters 
informally, the formal procedure as outlined hereunder does not apply.  However, 
should the informal discussions with their Supervisor fail to bring satisfactory results 
the employee is required to follow the formal procedure. 
 
In the event of a grievance or dispute the principles of working under protest is fully 
accepted and will be adhered to by all employees. Working under protest will continue 
until the grievance is processed through the procedure. Any employee/s who engages 
in any form of unofficial industrial action may be liable for dismissal. 
 
Any employee or ex-employee can raise a grievance in confidence and will be free from 
victimisation. The Company will keep the matter as confidential as possible limiting 
both the number of people who are aware of the grievance and restricting the number of 
people who have access to this information. 
 
FORMAL PROCEDURE 
 
This procedure has been drawn up to establish the appropriate steps which must be 
followed when formally pursuing and dealing with a grievance. The procedure contains 
a total of 3 internal stages.  However, as it is the aim of this procedure to settle matters 
at the earliest practicable moment, and at the first possible appropriate management 
level, it is not anticipated that all grievances will go through all procedural stages.  
 
Any stages following the submission of a grievance (Stage 1) are regarded as appeal 
stages. 
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The employer will endeavor to ensure that : 
 

 All steps under the procedure are taken without unreasonable delay. 
 

 The timing and location of all hearings are reasonable. 
 

 Hearings are conducted in a manner which enables employees to explain their 
cases. 

 

 As far as is reasonably practicable, appeal hearings will be conducted by a more 
Senior Manager than the Manager who took the decision which is being 
appealed.  

 

 This does not apply where it was the most Senior Manager who attended the 
hearing, at which the decision being appealed was taken. 

 
KEEPING RECORDS 
 
The employer will keep written records during the grievance process for future reference. 
 

 The nature of the grievance raised 

 A copy of the written grievance 

 The employer’s response 

 Action taken 

 Reasons for action taken 

 Whether there was an appeal and, if so, the outcome    

 Subsequent developments  
 

Records will be treated as confidential and be kept no longer than necessary in 
accordance with the Data Protection Act 2018.  This Act gives individuals the right to 
request and have access to certain personal data. 
 
STAGE 1 - SUBMISSION OF GRIEVANCE 
 
Should you wish to raise a grievance regarding your employment you must submit this in 
writing to your Dept Manager/ HR. Assistance by a member of staff or from your Trade 
Union will be given to any employee who requires help to provide this. You must provide  
 

mailto:info@foylefoodgroup.com
http://www.foylefoodgroup.com/


 
 
 

Foyle Food Group Limited 
Shared Service Centre, 52 Doogary Road, Omagh, County Tyrone, Northern Ireland BT79 0BQ 
T +44 (0) 2882 243201 F +44 (0) 2882 243013 
E info@foylefoodgroup.com W www.foylefoodgroup.com   
 
Company Reg. No.: NI 034218   

 

Page  
3 of 6 

Date Effective: 04/09/2009 
Current version: 20/05/2019 
Reviewed: 29/01/2026 
 

Issue 
No: 3 

Module 
Grievance Procedure – FFG HR - D03 

Foyle Food Group 
 

Human Resources Procedures Manual 

 
 

Authorisation Signature  

 

 
 
 
 
 
 
 
details on the basis for the grievance, although additional information will be considered 
at the hearing.  
 
The HR Department will subsequently arrange a hearing with you and the Department 
Manager within 5 working days from receipt of the written grievance including the basis of 
the issue to resolve the issue. 
 
The Department Manager will provide their decision on the grievance as soon as possible 
and in any case, within 5 working days from the date of the hearing. 
 
You may, if so desired, be accompanied at the hearing by a Work Colleague or a Union 
Representative. 
 
STAGE 2.  APPEAL  
 
If you are not satisfied with the decision of your Department Manager you may appeal 
against this in writing, stating the reasons for the appeal and forward your letter to the HR 
Department. 
 
On receipt of such a request the HR Department will arrange a meeting within 5 working 
days for the appeal to be heard by a more Senior Manager. 
 
if so desired, you may be accompanied by a work colleague or a union representative. 
 
The decision of the Manager shall be given to you as soon as possible and not later than 5 
working days from the appeal being heard. 
 
 
STAGE 3.  FINAL INTERNAL APPEAL  
 
If you are not satisfied with the decision from the Senior Manager you may appeal against 
this in writing, stating the reasons for the appeal, to the Factory Manager. 
 
On receipt of such a request the HR Department will arrange a meeting within 5 working 
days for the appeal to be heard by a more General Manager. 
 
if so desired, you may be accompanied by a work colleague or a union representative. 
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The decision of the General Manager shall be given to you as soon as possible and not later 
than 5 working days from the appeal being heard. 
 
Reference to stage 3 shall be the final stage of the Employer’s Individual Grievance 
Procedure and their decision is final. 
 

(1) All time scales referred to in this document shall be adhered to or if this is not 
possible, the matter will be dealt with without unreasonable delay. 

 
(2) Any employee who has a grievance must exhaust each stage of the procedure 

before proceeding to the next stage.  Where this has not taken place, the matter 
shall be referred back to the appropriate stage. The matter shall not be 
progressed unless and until the appropriate procedural stages are complied 
with. 

 
(3) This procedure does not remove any statutory rights which you might have in 

respect of accompaniment by certain types of Trade Union Officials at certain 
types of grievance hearings under Article 12 of the Employment Relations 
(Northern Ireland) Order 1999 and in accordance with Part IV of Schedule 1 to 
the Employment [Northern Ireland] Order 2003. Section 199 of the Trade Union 
and Labour Relations (consolidation) Act 1992 as amended April 2009.  
The Industrial Relations (amendment) Act 2021 and The Unfair Dismissals Acts 
1977 – 2021 (ROI).  

 
(4) The principles of ethical trading within the Organisation define the 

commitments, practices and behaviours required to implement due diligence 
as described by the UN Guiding Principles on Business and Human Rights 
(UNGPS). 
 

ALTERNATIVE INDIVIDUAL GRIEVANCE PROCEDURE FOR EX-EMPLOYEES 
 
The aforementioned Individual Grievance Procedure applies to most circumstances.  
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This procedure applies only where all of the following three conditions have been 
met: - 
 

 You have left employment  
                                                 and 
 

 The employer was unaware of the grievance before you left, or was aware of the 
grievance but the Individual Grievance Procedure  had not commenced or been 
completed before you left  

                                                 and 
 

 Both you and the Company have agreed in writing, after the Company has been 
made aware of the grievance, that this procedure should be used instead of the 
Individual Grievance Procedure. 

 
PROCEDURE 
 

1. You must submit a written statement detailing the basis for the grievance within 3 
months of the grievance to the HR Manager / General Manager. 

   
2. The Company will consider your written submission and provide you with its written 

response to the grievance. 
 
There are no further stages in this procedure. 
 
The employer will endeavour to ensure that there is no unreasonable delay in providing a 
response. 
 
Local Community / Contractors / Suppliers / Visitors 
 
If for any reason an individual outside the current or ex-employee base of the Foyle Food 
Group wishes to raise a grievance / complaint this must be done via the Group’s Human 
Resource Manager. 
 
As communication may contain sensitive data, we request that communication is either 
raised directly with the Group Human Resource Manager or emailed to 
humanresouces@foylefoodgroup.com  
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The Company will endeavour to respond within 3 working days from the receipt of any 
grievance / complaint.  
 
The Foyle Food Group endeavours to apply the EU Guiding Principles in relation to the 
management of grievances;- 
 

 Legitimate; enabling trust from the stakeholder groups for whose use  
         they are intended, and being accountable for the fair conduct of  
         grievance processes. 

 

 Accessible; being known to all stakeholder groups for whose use they 
              are intended, and providing adequate assistance for those who may 
              face barriers to access. 

 

 Predictable; providing a clear and known procedure with an indicative.  
         time frame for each stage, and clarity on the types of process and 
         outcome available and means of monitoring implementation. 

 

 Equitable; seeking to ensure that aggrieved parties have reasonable  
         access to sources of information, advice and expertise necessary to  
         engage in a grievance on fair, informed and respectful terms. 

 

 Transparent; keeping parties to a grievance informed about its  
         progress, and providing sufficient information about the mechanism’s  
         performance to build confidence in its effectiveness and meet any 
         public interest at stake. 

 

 Rights-compatible; ensuring that outcomes and remedies accord with  
         internationally recognised human rights. 

 

 A source of continuous learning; drawn on relevant measures to  
identify lessons for improving the mechanism and preventing future grievances 
and harms. 

          

 Based on engagement and dialogue; consulting the stakeholder groups 
         for whose use they are intended on their design ad performance,  
         focusing on dialogue as the means to address and resolve grievances 
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