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Corrective Action Process Flowchart
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Correctlve Actlon Puzzle
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Workday Disciplinary Action Form

e Disciplinary Action Reason (prompt
with fixed selections)

 Review period date fields

« Explanation of Violation

e Corrective Disciplinary Action (e.g.,
Documented Verbal)

e Corrective Action Plan

e Supporting Documents
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Disciplinary Action Examination #1

|
[ ]

Disciplinary Action Reason: Personal Appearance

Explanation of Violation: Missing Name Tag (AGAIN!!!)

Corrective Disciplinary Action: Written Warning

H WD

Corrective Action Plan: On September 23, YY at 1:00pm, | observed Chris wasn’t
wearing his name tag in his work area. | told Chris that his name tag is part of his
uniform an should always be worn per department policy. Then he gave me an
excuse that he left it in his car, like last time, which is a really dumb thing to do
twice in a week but here we are. Chris is advised to not be LAZY and WALK to his
car and get his name tag next time or he’ll get a Final Warning.

5. Supporting Documents: (None)
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Mock Corrective Action Conversation

 Leaders: deliver the Disciplinary Action you prepared on page 16
e Team members: act out your Curve Ball Card
e Pair up! We’'ll start soon.
* Remember:

= Stick to your points

= Be honest and straightforward

» Keep the conversation short but supportive

= Answer questions | *-Qﬁ, S
Decide Draft Deliver
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