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1. Introduction 
 
1.1 All Aspirations Academies Trust (Aspirations/the Trust) academies are expected to 

provide consistently excellent education for their students.  This may only be achieved 
through high standards of performance from all employees (teaching and operational 
staff). 

 
1.2 For the purposes of this procedure, incapability can be defined as: 
 
 An employee’s inadequate performance which can arise for various reasons and may 

be due to an employee’s lack of knowledge, skills or aptitude for the position to which 
they are appointed. 

  
1.3 The capability procedure will be applied with great care to ensure that, in cases where 

there is concern about performance, employees are given the opportunity to improve.  
It is acknowledged that being subject to the capability procedure will be a difficult 
experience for an employee as ultimately, if they are unable to meet the required 
standards, they would face the possibility of dismissal.  

 
2. Purpose 
 
2.1 This procedure provides a consistent and fair framework (including support measures) 

for dealing with issues of inadequate staff performance and thereby helping to ensure 
that all employees have a good or better standard of performance. 

 
2.2 This procedure is not intended as a substitute for sound employment practices, such 

as the induction of new staff/newly promoted staff and comprehensive performance 
management.  Generally, performance should be discussed regularly as part of the 
employee’s supervision and appraisal arrangements and under-performance identified 
and addressed early.  Early identification of problems through performance review will 
help to avoid procedures under the Capability Policy.  However, cases may arise where 
the more formal and structured approach of the Capability Policy is necessary. 

 
3. Scope  
 
3.1 This procedure applies to all employees (teaching and operational staff) employed by 

Aspirations who either (a) have a permanent contract of employment, or (b) are 
temporary employees with more than six months’ continuous service (or have less than 
six months’ continuous service but have a fixed term contract for a period in excess of 
six months duration).  It does not apply to employees subject to probation1, who are 
subject to separate procedures. 

   
3.2 Where there are concerns about performance as a result of an employee’s negligence 

or wilful failure to carry out their duties and responsibilities, the matter should be 
addressed in accordance with the Aspirations Disciplinary Policy. 

 
4.   Equal Opportunities 
 
4.1 The Capability Policy must always be applied fairly and in accordance with 

employment law and the Aspirations Equal Opportunities Policy. 
 
4.2 If it is the case that poor performance may be attributable to an employee’s health or 

disability, occupational health advice will be sought. 
 
 

                                                 
1 Where there are capability concerns in respect of employees who are subject to probation, refer to 
the Aspirations Probation Policy and Procedure 
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5. Responsibilities 
 
5.1 The Aspirations Board is responsible for maintaining fair, consistent and objective 

procedures for matters relating to staff capability across all areas of the Trust, including 
its academies.  Accordingly it shall arrange for the Capability Policy to be reviewed 
periodically, consulting as appropriate, including with unions in accordance with the 
Aspirations Trade Union Recognition Agreement. 

 
5.2 Within each academy, the Principal, in conjunction with the Regional CEO, has overall 

responsibility for the internal organisation, control and management of matters 
concerning the implementation of capability procedures. 

 
5.3 Within each academy and other work areas, managers will have responsibility 

delegated to them consistent with their job roles for matters concerning the application 
of capability procedures. 

 
6. Timing 
 
6.1 Capability matters should normally be conducted within the timescales laid down in the 

procedure.  However, if there is a valid reason to do so, timescales can be extended.  
If this is initiated by management, the employee should be given an explanation and 
informed when a response or meeting can be expected. 

 
6.2 All efforts should be made by employees to attend meetings that constitute part of this 

procedure.  When there are valid reasons to reschedule meetings then these should 
be rearranged without undue delay.   

 
7. Interplay with the Appraisal Policy 
 
7.1 The Appraisal Policy makes provision for the monitoring of work performance and 

feedback concerning this to employees from their managers.  Generally it is expected 
that where areas for development are identified these can be readily resolved through 
standard arrangements under the Appraisal Policy.  The Appraisal Policy also makes 
provision for cases where more focussed support and monitoring is necessary to 
facilitate performance that meets the required standard.  This is done through a support 
programme.  Normally consideration will not be given to a case being progressed to 
the Capability Policy without there first having been a support programme in 
accordance with the Appraisal Policy. 
 

7.2 Notwithstanding the normal arrangements as set out in 7.1, there may be exceptional 
cases of particularly serious concern, such as where the health and safety of others is 
being placed at risk or the education or wellbeing of students is in jeopardy, where 
consideration is given to applying the Capability Policy without there first having been 
a support programme under the Appraisal Policy.  
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8. Capability Procedure 
 
8.1 Formal meetings 
 
8.1.1 The capability procedure shall apply where either: 
 

(i) A support programme in accordance with the Appraisal Policy has been applied 
as outlined in section 7.1 but the employee’s performance continues to fall short 
of the required standard 

Or 
 
(ii) A support programme in accordance with the Appraisal Policy has not been 

invoked but where there is particularly serious concern (see 7.2) 
Or 
 
(iii) Capability concerns arise in circumstances where the employee is subject to a 

live capability warning 
 
The focus of the capability procedure will still be on supporting the employee to 
improve their performance, and allows more serious performance issues to be 
managed in a structured way.  

 
8.1.2 At each stage (see appendix 1 for flowchart of the capability procedure process), 

employees subject to the capability procedure should be advised in writing of their right 
to be accompanied by a recognised trade union representative or work colleague.  

 
8.1.3 Employees have the right to appeal at each stage against written warnings that may 

be issued to them, as well as any dismissal that may result (see section 9, ‘Appeals’). 
 
8.1.4 All parties should be aware that once a decision is taken at a First Review Meeting of 

the Capability Policy to progress to a First Assessment Stage under the Policy, the 
academy is obliged to disclose this on any future reference request.  

 
8.2 First Review Meeting 
 
8.2.1 The purpose of the First Review Meeting is to determine whether concerns about the 

work performance of an employee should be considered in accordance with the 
capability procedure. 

 
8.2.2  The meeting provides an opportunity for the employee to respond to concerns about 

their performance and be represented by a union representative or colleague. 
 
8.2.3 The line manager2 will make arrangements for the meeting, providing the employee 

with at least five working days’ notice. Advisors will be invited to the meeting as 
appropriate. 

 
8.2.4 The manager will clarify where the employee’s performance is falling short of the 

required standards, and specify what the required standards are.  This meeting should 
be used as an opportunity to explore further with the employee any reasons for their 
poor performance, as well as establishing appropriate training and support 
mechanisms that will assist an improvement. 

 
8.2.5 The employee will be given the opportunity to respond, and as a result the meeting 

may provide new information or put a different slant on evidence collected.  If it 

                                                 
2 Who may or may not be a member of the senior leadership team. Where it is anticipated that an 
outcome of this meeting may be the issue of a written warning, and the line manager is not a member 
of the senior leadership team, an appropriate senior manager should also attend this meeting. 
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becomes clear that further investigation is needed the meeting should be adjourned 
for as long as necessary. 

 
8.2.6 The manager’s decision should be made after all the facts and any representations 

from the employee have been considered.  The manager should adjourn the meeting 
briefly to consider the appropriate action before delivering a decision to the employee.  
As necessary, the manager may take professional advice during the adjournment (e.g 
from the Director of HR and Compliance). 

 
8.2.7 There are four potential outcomes of the First Review Meeting: 
 

1. The manager is satisfied on the basis of the representations made that the 
employee’s performance meets the required standard and determines that normal 
appraisal arrangements will apply following the meeting. 
 

2. The manager considers that further support/monitoring would be most appropriate 
under a support programme arranged in accordance with the Appraisal Policy. 
 

3. The manager considers that the employee’s performance is unsatisfactory and this 
would most appropriately be addressed through progressing to the First 
Assessment Stage of the Capability Policy. In association with this decision a first 
written warning would be issued which would normally remain live for a period of 
12 months effective from the date of the First Review Meeting.   
 

4. The manager considers that the employee’s performance is unsatisfactory and the 
matter is of particularly serious concern and this would most appropriately be 
addressed through progressing to the Second Assessment Stage of the Capability 
Policy. In association with this decision a final written warning would be issued 
which would normally remain live for a period of 12 months effective from the date 
of the First Review Meeting. 

 
8.2.8 Following on from the outcome being determined, the manager should reconvene the 

meeting and advise the employee of the decision.  Where the matter is to be 
progressed through the First or Second Assessment Stage the manager should: 

 

 Summarise the performance shortcomings 

 Give clear guidance on the improved standard of performance needed to be 
reached and maintained 

 Explain the support that will be available, and how performance will be monitored 
over the following weeks 

 Advise that a first written warning or final written warning is being issued and the 
employee’s right of appeal. 

 Depending on the level of warning issued, to identify the timetable for 
improvement and agree a date for the next/final evaluation meeting.   

 Advise that failure to make the required improvement may lead to dismissal. 
 
8.2.9 A letter should be sent to the employee within five working days of the decision being 

made recording the main points discussed at the meeting, confirming the decision, and 
where a warning is issued, giving information about the next stages (including right of 
appeal) and possible outcomes if sufficient improvement is not forthcoming. 

 
8.3 First assessment stage 
 
8.3.1 It is important that a timescale for improvement is set.  This will vary according to the 

level and nature of improvement needed but will generally be of approximately 6 
weeks in duration and would normally be of no more than 8 weeks in duration.  Where 
there is cause for very serious concern (e.g. where students’ learning is being 
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seriously affected) the timescale may be 4 weeks in duration. 

 
8.3.2 The First Assessment Stage will involve the production of an action plan, with regular 

monitoring and evaluation of performance, with guidance, training if necessary, and 
support to the employee.  For teaching staff the monitoring is likely to involve 
additional lesson observations.   

 
8.3.3  If during the period identified in accordance with 8.3.1, unforeseen developments 

suggest a more serious problem (e.g. performance concerns become apparent that 
are of greater significance than were originally considered or the employee is 
evidently failing to demonstrate an acceptable pace of improvement despite support 
measures being implemented), a decision may be taken to curtail the period and 
progress directly to a second review meeting.  Only in extremely exceptional 
circumstances would the first assessment stage be curtailed prior to completion of 
four working weeks. 

 
8.3.4 Normally towards the end of the First Assessment Stage (though sometimes earlier, 

as in the circumstances set out in 8.3.3), the manager will draw a provisional 
conclusion about the employee’s performance as follows: 

 
- The employee’s performance has improved and is now considered to meet the 

expected standards (see 8.4.5) 
OR 
- The employee’s performance is still considered to be unsatisfactory (see 8.4.6) 

 
However, there may be circumstances in advance of the Second Review Meeting 
where the manager considers it appropriate to extend the first assessment stage, e.g. 
if the employee has been absent for a significant period of time (a situation which would 
normally be managed with reference to the Management of Absence Policy).  Any such 
decision to extend the assessment stage would be confirmed in writing. 

 
8.4 Second Review Meeting 
 
8.4.1 The line manager3 will meet with the employee again to review the employee’s 

performance.  Advisors will be invited to the meeting as appropriate.  The employee 
should be given at least five working days’ written notice of this meeting and notified 
of the right to be represented by his or her trade union representative or colleague.  
When arranging the meeting the manager will advise the employee of the provisional 
conclusion that has been drawn in respect of the first assessment stage (see 8.3.4). 

 
8.4.2 In the meeting the manager will explain the provisional conclusion that has been drawn 

in respect of the first assessment stage making reference to relevant evidence. 
 
8.4.3 The employee will be given the opportunity to respond, and as a result the meeting 

may provide new information or put a different slant on evidence collected.  If it 
becomes clear that further investigation is needed the meeting should be adjourned 
for as long as necessary. 

 
8.4.4 The manager’s decision should be made after all the facts and any representations 

from the employee have been considered.  The manager should adjourn the meeting 
briefly to consider the appropriate action before delivering a decision to the employee.  
Generally a decision will be taken as set out either under 8.4.5 or 8.4.6.  As necessary, 
the manager may take professional advice during the adjournment (e.g from the 
Director of HR and Compliance). 

 

                                                 
3 Where the line manager is not a member of the senior leadership team, an appropriate senior 
manager should also attend this meeting 
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8.4.5 Where the manager concludes the employee’s performance has improved to a level 

considered to meet the required standard, this should be formally recognised and 
confirmed in writing within five working days of the meeting.  The manager should 
explain to the employee the importance of sustaining this level of performance.  Where 
it is sustained for 12 months, action under the capability procedure may be considered 
concluded.  (If inadequate performance reoccurs during this 12 month period, the 
formal capability procedure will normally recommence at the second review meeting 
stage.)  

 
8.4.6 Where the manager concludes that, despite appropriate support mechanisms having 

been put in place, the employee’s performance remains unsatisfactory, the manager 
may issue a final written warning and establish a further period of monitoring of the 
employee’s performance (“second assessment stage”).  Alternatively, if the manager 
concludes that, while the employee’s performance remains unsatisfactory, there are 
good reasons not to issue a final written warning (e.g. the employee has demonstrated 
significant improvement, albeit insufficient to reach the required level of performance) 
a decision may be taken to extend the First Assessment Stage.  Where this is the case, 
the period over which the warning previously issued will remain live shall be extended 
as set out in 8.4.8. 

 
8.4.7 Following this meeting, the manager should write to the employee with details as 

specified at 8.2.11 above, and confirm that failure to make the required improvement 
in their work performance within the agreed timescale may result in dismissal. 

 
8.4.8 Final written warnings issued as a result of this meeting will normally remain live for a 

period of 12 months, effective from the date of the second review meeting. In 
circumstances where a final warning is not issued but the First Assessment Stage is 
extended, the period that the warning previously issued will remain live shall be 
extended, normally to be 12 months with effect from the date of the Second Review 
Meeting. 

 
8.5 Second Assessment Stage 

 
8.5.1 It is important that a timescale for improvement is set.  This will vary according to the 

level and nature of improvement needed but will generally be of approximately 6 
weeks in duration and would normally be of no more than 8 weeks in duration.  Where 
there is cause for very serious concern (e.g. where students’ learning is being 
seriously affected) the timescale may be 4 weeks in duration. 

 
8.5.2 The Second Assessment Stage will involve the production of an action plan, regular 

monitoring and evaluation of performance, with guidance, training if necessary, and 
support to the employee.  For teaching staff the monitoring is likely to involve 
additional lesson observations.   

 
8.5.3  If at any time, unforeseen developments suggest a more serious problem (see 8.3.3), 

a decision may be taken to move directly to a capability hearing.   If during the 
period identified in accordance with 8.5.1, unforeseen developments suggest a more 
serious problem (e.g. performance concerns become apparent that are of greater 
significance than were originally considered or the employee is evidently failing to 
demonstrate an acceptable pace of improvement despite support measures being 
implemented), a decision may be taken to curtail the period and progress directly to a 
second review meeting.  Only in extremely exceptional circumstances would the 
second assessment stage be curtailed prior to completion of four working weeks. 

 
8.5.4 At the end of the Second Assessment Stage the manager will assess the employee’s 

performance as follows: 
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- The employee’s performance has improved and is now considered to meet the 

expected standards (see 8.5.5) 
 
OR 
 
- The employee’s performance is still considered to be unsatisfactory (see 8.5.6) 

 
8.5.5 Where at the end of the second assessment stage the manager assesses that the 

employee’s performance has improved to a level considered to meet the expected 
standards, the manager will reconvene the second review meeting, giving five working 
days’ written notice.  The purpose of this meeting will be to formally recognise the 
improvement, and to emphasise the need to sustain it.  This should be confirmed in 
writing after the meeting.  (If inadequate performance reoccurs within the year’s 
duration of the final written warning, the formal capability procedure will normally 
recommence at the Capability Hearing stage.) 

 
8.5.6 Where, at the end of the second assessment stage the manager assesses that the 

employee’s performance remains unsatisfactory, the matter will normally be referred 
to a Capability Hearing.  However, if the manager assesses that, while the employee’s 
performance remains unsatisfactory, there are good reasons not to refer the matter to 
a Capability Hearing (e.g. the employee has demonstrated significant improvement, 
albeit insufficient to reach the required level of performance) the manager may 
reconvene the Second Review Meeting.  Where this is the case and this leads to a 
further assessment stage being implemented, the period over which the final warning 
previously issued will remain live shall be extended.  The extended period shall 
normally reflect the length of the original final warning but to be effective from the date 
of the reconvened second review meeting. 

 
8.6 Capability Hearing 
 
8.6.1 The Capability Hearing will be conducted by a panel4 consisting of a member of the 

SLT and a representative from either the Aspirations Management Team or Regional 
Board.  Advisors will be invited as appropriate. The employee will be given at least 
seven working days’ written notice of this meeting and will be provided with any 
relevant documentation. 

 
8.6.2 The employee must submit any new evidence that they wish to present to the panel at 

least three working days prior to the hearing.  
 
8.6.3 In the Capability Hearing the panel will consider whether or not: 
 

- the employee’s performance falls below the required standard; 
- adequate support has been made available to the employee;  

 
8.6.4 Where the panel is determines that the employee’s performance does fall below the 

required standard and that adequate support has been provided to the employee, it 
may make a decision to dismiss the employee on grounds of capability. However, if 
the panel concludes that, while the employee’s performance remains unsatisfactory, 
there are good reasons not to dismiss (e.g. the employee has demonstrated significant 
improvement, albeit insufficient to reach the required level of performance) the panel 
may refer the case for further consideration at a reconvened Second Review Meeting 
as set out in 8.4.  Where dismissal is a consideration, the panel may consider if 
redeployment of the employee to an alternative post would be a suitable option. 

                                                 
4 The composition of the panel as set out in 8.6.1 would apply in an academy where an appropriately 
senior member of the SLT had had no prior involvement in the case.  In other circumstances the 
Aspirations Managing Director or the Aspirations Board would determine the membership of the panel 
taking into due consideration the principle of “natural justice”. 
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8.6.5 The panel’s decision will be communicated orally to the employee (where reasonably 

possible), and confirmed in writing within five working days of the decision and the 
employee advised of their right to appeal against the decision, the timescale for appeal, 
to whom it should be addressed and that he or she is entitled to be represented by his 
or her trade union representative or colleague at any appeal hearing. 

 
9. Appeals 
 
9.1 Appeals under this procedure must be made in writing within five working days in 

respect of warnings and final written warnings and ten working days in respect of a 
dismissal notification.  Appeals will normally be heard by the following5: 

 
First written warning   Principal/Regional CEO 
Final written warning    Principal/Regional CEO 
Dismissal Panel comprising the Principal/Regional CEO 

and a representative from the Aspirations 
management team or Regional Board. 

 
9.2 Within an academy, notices of appeal will be made to the Principal, who will make 

arrangements for the appropriate person/s to hear the appeal.  Advisors will be invited 
as appropriate. In circumstances where the capability procedure is being applied to 
the Principal or to employees other than academy staff, the Managing Director or 
Aspirations Board shall determine the person to whom notices of appeal should be 
addressed and ensure the employee is notified of this. 

 
9.3 Appeals against capability action will usually be considered by the panel in relation to 

one or more of the following grounds: 
 

i) The PROCEDURE, – the grounds of appeal should detail how procedural 
irregularities prejudiced any decision. 

ii) The FACTS, – the grounds of appeal should detail how the facts do not support 
the decision or were misinterpreted or disregarded.  They should also detail 
any new evidence to be considered. 

iii) The DECISION, – the grounds of the appeal should state how the level of action 
taken was unreasonable and unjustified. 

     
9.4 Appeal hearings will be convened as soon as is reasonably practicable and the 

employee will be given at least five working days’ notice of the time and place of the 
appeal hearing and will be provided with any relevant documentation.   

 
9.5 The employee must submit any new evidence that they wish to present to the panel at 

least three working days prior to the hearing.  
 

9.6 The purpose of the hearing is to review the decision to give a written warning or to 
dismiss.  The outcome will be to confirm the original penalty, substitute a lesser penalty 
or to cancel it.  Where the reasonableness of the decision is being questioned, the test 
that should apply for overturning a formal warning is that the decision was so 
unreasonable that it was one that no other senior manager, acting with proper regard 
to his or her responsibilities, could have chosen to take.  The person chairing the 
appeal will communicate the decision, which will be final, in writing to the employee 
within ten working days of the appeal hearing. 
 

                                                 
5 The manager/panel responsible for hearing appeals, as set out in 9.1, would apply in an academy 
where the Principal or Regional CEO had no prior involvement in the case.  In other circumstances 
the Managing Director or Aspirations Board would determine the membership of the panel taking into 
due consideration the principle of “natural justice”. 
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9.7 Appeals should not unnecessarily delay progression of the capability procedure.  

Whilst it will normally be considered reasonable to delay a second review 
meeting/capability hearing pending an outstanding appeal, any monitoring or 
supportive action being taken by management will continue whilst the appeal is being 
processed (and count towards any monitoring periods/timescales previously 
established). If an employee’s companion cannot attend on a proposed date, the 
employee can suggest another date so long as it is reasonable.6 

 
10. Record keeping 
 
10.1 Managers and Panels must keep written records of meetings and discussions relating 

to the capability process. These must be written during or as soon after the event as 
possible to ensure the accuracy of the record.  Written confirmation of the outcome of 
any meetings will be sent to the employee and their representative for their information 
and a copy kept on the employee’s personnel file in accordance with the Data 
Protection Act 1998. Records should include: 

 

 The nature of the inadequate performance; 

 What was decided and actions taken; 

 The reason for the actions; 

 Whether an appeal was lodged; 

 The outcome of the appeal; and 

 Any subsequent developments considered relevant. 

11. Special Situations 

11.1 Grievances raised during the course of the capability procedure 

11.1.1 Sometimes an employee may raise a grievance during the course of a capability case. 
Where this happens and depending on the circumstances, it may be appropriate, to 
suspend the capability procedure for a short period until the grievance can be 
considered. The employee, will however, have to raise the grievance in accordance 
with the Aspirations Grievance Policy.    

11.1.2 Depending on the nature of the grievance, the academy may decide to proceed with 
the capability process but will consider if it would be appropriate to arrange for another 
manager to take responsibility for progressing the case. 

                                                 
6 In determining the reasonableness of the employee’s proposed date, the principles as set out in the 
ACAS Code of Practice on Disciplinary and Grievance Procedures shall be applied.  Accordingly, if 
the meeting cannot be reasonably arranged within 5 working days after the originally identified date to 
enable the employee’s preferred companion/representative to attend, Aspirations may insist on the 
meeting taking place within a timescale it considers appropriate.  In such circumstances Aspirations 
would provide reasonable opportunity for the employee to be accompanied by another suitable 
companion/representative, if the originally identified companion/representative remained unavailable. 
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Appendix 1 – Flow chart of capability process and interplay with appraisal 
(this is provided for general guidance and does not take precedence over the procedure) 

 
     
 
 

Action under Appraisal Policy 

No 

Yes 

Yes 

Normal appraisal arrangements resume 
Second assessment stage 
Regular monitoring and evaluation of the 
employee’s performance, with guidance, 
training if necessary, and support to the 
employee.  For teaching staff this will also 
involve lesson observations 

 

Yes 

No 

No 

First assessment stage 
Regular monitoring and evaluation of the 
employee’s performance, with guidance, 
training if necessary, and support to the 
employee.  For teaching staff this will also 
involve lesson observations 

No 

Concerns are raised regarding an employee’s 
performance 

After a review period the manager to assess if 
the employee has demonstrated sufficient 
improvement in performance 

Support Programme 
The line manager should explain to the 
employee where the performance falls below 
standard, identify where possible the cause of 
the problem, and discuss with the employee 
appropriate means of support for improving 
performance.  A brief note of discussions 
should be kept for reference. 

Action under 
Capability Policy 

Capability Policy – First review meeting 
The employee is given at least 5 working days’ 
notice of meeting.   
The manager will: 

 clarify the areas of concern and the 
standards expected 

 determine any reasons for poor 
performance 

 outline support mechanisms to be put in 
place 

The employee is given the opportunity to 
respond, and the meeting may be adjourned if 
necessary 

Should the matter be addressed 
through arrangements under the 
Appraisal Policy (e.g. support 
programme) or Capability Policy? 

Issue a final written warning and progress to 
second assessment stage.  Employee has right 
to appeal 

Normal appraisal arrangements resume 
 

Arrange additional support under provisions in 
the Appraisal Policy 

Issue a first written warning and progress to 
first assessment stage.  Employee has right to 
appeal 

Second review meeting 
The employee is given at least 5 working days’ 
notice of the meeting 

The manager to consider if the employee has 
demonstrated sufficient improvement in 
performance 
 

Employee notified that normal appraisal 
arrangements resume 

The manager to consider if the employee has 
demonstrated sufficient improvement in 
performance 

Capability hearing takes place and employee is 
notified of the decision.  The decision is 
confirmed in writing to the employee and they 
are informed of the right to appeal 

Employee appeals 
and is invited to 
appeal hearing in 
writing, and 
informed of right to 
be accompanied 

Appeal hearing 
takes place and 
employee notified 
of the decision.  
Decision is final 
and confirmed in 
writing 

The manager will make a decision based on 
the evidence. 

Yes 


