
Corrective Action –
Affiliate – NEED TO 

UPDATE
Process: Corrective Action

Action done by: Manager

Visibility: Manager, 
HR Admin, HR Talent Admin, HR Partner

Used by RHLICA, NC, NM, TN
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Overview:
Use this process when an employee needs Corrective Action.
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Manager Creates a Corrective Action
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Manager starts the process:
Select the employee’s profile and 
select Actions Talent Start 
Corrective Action



Complete Manager Evaluation
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Add the Correct Action Level
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Union Representative 
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Select Accepted or Declined regarding Union rep. Add notes if necessary



Add Comments or Supporting Documents
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Submit 
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-Manager to 
submit corrective 
action request.

-Next HR Partner 
to 
review/approve 
(email and 
notification)



HR Partner Review 
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Manager Review 
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Once the “Submit” 
button is hit, the form 
will be visible to the 
employee. 



Employee Review 
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Employee reviews 
and acknowledges 
the corrective action.

The employee may 
add comments. 



Adding an Additional Corrective Action
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In the event that two 
separate, corrective 
actions are needed 
for the same day, an 
“additional corrective 
action” may be 
chosen.

Presenter Notes
Presentation Notes
Q: Andrea, I assume we should not have them click the box to the other corrective action because it would be used for a separate issue.
A: That field allows you to link two correct action forms if you are entering a form for the same infraction for an employee. It can be used in reporting but isn’t necessary (especially since the level since will indicate if it’s related).
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