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KEITH GRAHAM ACADEMY

Grievance / Harassment Procedure
The aim of this grievance procedure is to settle a dispute or grievance in the shortest possible time.

The grievance / harassment procedure should be implemented when a trainee has a grievance or is being harassed either in the workplace or in the training academy, by either, a fellow trainee, workplace colleague, workplace employer or member of the academy staff.

Step 1

Any trainee who has a grievance or is being harassed should first raise the matter verbally with the Training Manager.

The Training Manager will investigate the matter and whenever possible the trainee will receive a response within five working days.

The Training Manager will keep a report of the grievance / harassment and document action taken to resolve the situation.

Step 2

Should the matter remain unresolved then it should be raised in writing, within five working days, of the response from Step 1, with the Managing Director:

Mr. Keith Lawrence

Keith Graham Academy

Unit 12 Heron Business Centre

Henwood Industrial Estate

Ashford

Kent

TN24 8DH

The Managing Director will consider the complaint, if necessary the Contracts Manager at the Skills Funding Agency will be consulted for guidance. A decision will be given to the trainee in writing.

A trainee may be represented or accompanied at any stage in the grievance / harassment procedure by a workplace colleague, employer or parent.
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