How to Initiate a Disciplinary Action in Workday

Learn the step-by-step process for filing a formal corrective action against
an employee within the Workday platform.
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1 Navigate to your Workday homepage
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2 Click the "Search™ field.
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3 Type the name of the team member who will receive the corrective action.

4 Click the team member’s name
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5  Cn on their profile, Click "Actions™
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7  Click "Start Disciplinary Action”
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8 The Employee field will be pre-filled. Click the "Review Template™ field.

Start Disciplinary Action for Employee
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Period Start Date
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10  Click the appropriate corrective action type

Start Disciplinary Action for Employee

Employee *| X wilie Keith (0S3741) (evs

Review Template * | Sesrch

Diaciplinary Action Reasons | €= Cortective "f‘}"" \
Corective Adflon - Employee |

Related Cisciplinary Actions Corduct Starjgerds

Period Start Date

Period Fnd Date

( Cancel ) Submit
N

11 Click the "Disciplinary Action Reasons™ > Reasons for employees country > United
States > Infraction type

Start Disciplinary Action for Employee

Employee *| X Wilke Keth (0S3741) (aee

Review Template * || x Comective Action - Employes
ConUTEt Staqdards

Disclplinary Action Reasons *| |

.
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12  Click the appropriate infraction type. You can select more than one.

Start Disciplinary Action for Employee

Cmployes * X WilleiCeith (029741) (sse

Review Template * | x Comective Action - Employee
Conduct Standads

Uisciplinary Action Reasons % | sewct

Related Disciplinary Actions | € 1ofrection Type £

() Compary Palicy (United "'"T, of
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Period Stait Date
Employes Handba ok (Unred Sthges of
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Pariod End Date Hospitel zy Srandards (Unted States
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Other (Unned States of Amence)

13  Enter the date range of the infraction into the "period start date™ and "period end
date” fields. Use a range if it's an ongoing issue. If the corrective action is for a
specific incident, both fields can have the same date.

Start Disciplinary Actlon for Employee A X

Cmployen * X WilkeKKeith (020741) (ses

Raview Tamplate #| x Comective Action - Employee
Conduct Standards

Uisciplinary Action Reasons % | X Company Polcy (Unted
States of Amarca)

Related Disclplinary Actions
Period Start Date « o7/ 01720 B9

Period End Date o/ /Y July 2026




14 Click "Submit”

Start Disciplinary Actlon for Employee
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Related Disolplinary Actions
Period Start Date

Period End Date

15  Once you click submit, the task goes to the direct manager, the HR Coordinator,
and the Initiator. If you are initiating the corrective action for someone else to fill
out, you are done. If you will be the one to fill out the corrective action form, Click
"Qpen”
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Click "Next"”

Complete Manager I
Evaluation

Manager Evaluation:
Corrective Action - Employee
Canduct Standards: Willie Ke...

(et

07/01/2026 - 07/28/2026
®

Disciplinary Action Information

Disciplinary Action Reason  Company Pelicy (U tad States of Americs)

Disciplinary Action
Information

Severity of Corrective
Action

Infraction

Facts

Expectations

Future Consequences
Supporting Documents

Review and Submit

Click the appropriate rating. Refer to the help text to determine.

Complete Manager I anve after 50 secands of insctivity
Evaluation

Manager Evaluation: Severity of Corrective Action

Caorrective Action - Employee

Conduct Standards: Willie Ke... If 1his 1 tha first dooumantad oorractva action, pleasa sakact Counsalng

If there is 8 counading on file, please seleot Yirtten Werning.

Cranens)
= If thare Is 8 writien warning slresdy on file, plaase sdeot Final Warning (with or without suspension)
07/01/2026 - 07/28/2026 1f thare s a Final Waming on file, pleasa partner with HR bafora maving fareacd vnth tarmination
® I you feel that tha bahavior warrants shpping any steps of tha approved corrective sction process, pleasa parines with HR
Disciplinary Action
Information
Manager
Severity of Corrective Hoting  *
Action N o
Comment H N~ | [
Infraction
Facts
£ sl WaTAIng Without Susgansion
Expectations Fnel Warning With Suspension
T
Future Consequences inbbbckiciioel
Supporting Documents
Review and Submit



19 Comments are not required at this stage. Click "Next”

W complete Manager I
feme Evaluation
2] Manager Evaluation: Severlity of Corrective Action
e Corrective Action - Employee
o Conduct Standards: Willie Ke... I 1his 15 tha first dooumantad corractva action, plessa salact Counsalng
(oasons) If there is 8 counasding on file, please sedect Yritten Werning.
P — If thare Is 8 wrltien werning slreacty on file, please select Final Warning (with or without suspension)
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Disciplinary Action
a Information -
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Sevarity of Corrective | Counsel =
=) Aotlec Rating ounsaling
P Comment | Normal v B I VW Av ¢8R &
& Infraction
O tawton Facts
- Expectations
Meve
Future Consequences
Supporting Documents
W] Review and Submit

Send
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20 Be sure to refer to the help text at each step.

ULS
‘ SERVICES Q  willie Keith ®
navuon
com'"m Manager = Inchucie an overview of why this team menber s recelving a disoplinery sction. Use verbisge from the Employea Handbook snd/or an
Ll Evaluation poloy numbars in this sact e Cantast HR f you need assistacoe finding the osrrect vertiage
a8 Manager Evaluation: Sample Verblage:
ot Corrective Action - Employee /_\
swoww. Conduct Standards: Willic Ke... [T (] g early have nagativaly impactad our oparation.
a (etem) [aam Mermber] has byen in wiclation df the Cade of Business Conduet which states aach employea shall conduct themselves “with caurtesy snd
07/01/2026 - 07/28/2026 conuderation i dealy; fars, Clents, and al other Guest Servicey’ persennel. Employees shall svoid sny sclion or canduct whveh might
et ol resut in Intartenng with Company etfsiency or aconomy*
& ® [Taam maembar] has beon in velation of HR Polcy 416 Cal phana/Flactranio Devoes whioh states "Tmployaes may nat hava or usa oell phones,

tablets, 9nd/or any other devioes, @ectrone or otherwise, ot thair workstations, except when used for necessary company business.”
~ Disciplinary Action N
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Comments are required in this section. Include an overview of why the team
member is receiving the corrective action.

Complete Manager
Evaluation

Manager Evaluation:
Corrective Action - Employee
Conduct Standards: Willie Ke...

(hetons )

07/01/2026 - 07/26/2026
®

Disciplinary Action
Information

Severity of Corrective

Expectations
Future Consequences
Supporting Documents

Review and Submit

Click "Next”

Complete Manager
Evaluation

Manager Evaluation:

Carrective Action - Employee
Canduct Standards: Willie Ke...

(acvans )
07/01/2026 - 07/28/2026
@

Disciplinary Action
Information

Sevarity of Corrective
Action

Expectations

Future Consequences

Supporting Documents

Review and Submit

e

Inelude an overvies of why thvs team member s receving 8 daciplinary action. Use varbiage frem the Employes Handbook and/or spe any
policy numbers 11 1hs seation. Contact HR I you nead assistanca finthng 1ha comact varblage

Sample Verbiage:

[Tesrmn Member]'s consistent tardies/ absences/lesving esrly g y Imp: our

[Team Mamber] has bean in violation of the Coda of Businass Canduct whish s1at h hall aonduet 1h: tvas "with
oansidaration in dealing with sustamens, chants, and all other Guast Sarvioas' personnel l'mplwun shal avod any sation or conduct t
reault in marfering with Company efficancy or econormy.”

[Tesm member] has bean in violation of 4R Policy 416: Call phone/Electronk Davicas which states "Employess may not hava or use call phonas,
tablots, and/ar sry other devicns, alectronic or atharwise, at ther waratations, axcapt when usad for necassary campany busrass *

Quastion  Briefly descr ke nfraction & note date.

Manager

va|l0umnl viB Iy Avi=e® o

Cave

Inchucie an overview of why this team menber is receiving a discplinary sotion. Use verbiage from the Employes Handbook and/or npan
poley numbars in this sacten. Contaat HR  you naed sasistanoa finding the corract verbiage.

Sample Verblage:

[T ol consigtent tardi b L vg early have negatively mpacted our operstien.

[Taam Mambar] has baen in valation of tha Code of Businass Conduct which statas aach I hall cond dvas “with
consdaration n caaling with customars, dlants, and al athar Guest Sarvnes’ parsannal. Employaes shall svoid any action or con
rezult in interfering with Cempany efficlency or economy.”

[Team membar] has been in wiclation of HR Polcy 416: Cel phone/Elestronic Devices which states Employaes may not have or use oell phones,
tablets, and/ar any athar dewvoes, akctrone or otherwise, 31 thair workstations, axcept when used for necessary company businass *

Question  8riefly deseribe infraction & note dute.

Manager

Answer * | Normal v|B I U Av iz &8 &

Villie's consigtent 1ardinass hes negatively impscted our operstion. There have been multiple deys
whare weve hsd 10 keeo 9 station closed due o low coversga.|

Coi @ ) (=



23 Comments are required in this section. Include dates and examples that
corroborate your statements in the Infraction section.

Complete Manager le
¥ Evaluation

' Manager Evaluation:
Carrective Acticn - Employee
w . Conduct Standards: Willie Ke...

D)

07/01/2026 - 07/28/2026

Disciplinary Action
Information

Sevarity of Corrective
| Action

Infraction
won Facts
Expectations
Future Consequences
Supporting Documents

Review and Submit

Click "Next”

W complete Manager
L Evaluation

a8 Manager Fvaluation:
Corrective Action - Employee

e Conduct Standards: Willie Ke...
8 ( Aavione )
e 07/01/2026 - 07/28/2026
o
& ®
Team
Disciplinary Action
a Information
Wecruting
Severity of Corrective
=] Action
Projen
Infraction
O an Facts
Expectations
Moe
Future Consequences
Supporting Documents
] Review and Submit
Send

Invlude dates and exemples that dack up your statenents in the Infraction seotion.

Sample Verblage:

[Tesm Mamber} has bean shsent, tardy, or laft aarly on the fallowing datas: [insert datas] which has negstaly impacted cur cparation inthe

following weys:
* Inlude examples such a3 delayed breskfast service, closing esrly, eto.
[Tesm Member] has not providad acoaptable levels of customer sandos.
* Include examples and dates of coserved behavior
[Tesm Member] did not comoiate job duties
* Include examples and dates job duties ware 'aft Incomplate
[Tesm Mamber] has bosn told multiple times sbaut having thair cal phane 5t the front desk
= Invlude dates this has siready bean addrassed

Incsrract bahavior. Paase sttach

Question  List f32t5 anly, not oprvons or & ! G d fi Jas 10 d
sgnad statements from eninassas (if necessary)
Manager
Answer * | Normal v/ B I YU Av iz ¢8R O

[Team Member] has not provided sccestable kevels of customer service.
+ Inchude examples 3nd dates of observed tehavior

[Team Member] def nat complete job dutes
o Inchucde exsmples snd dates job duties were left incomplete

[Taam Membar] has baen 10/ multipla timas about having ther oall phona at the front dask.
o Inchude dates thva hag already been addressed

Question
slgned statemants from witnasses (f nacasssry).

Manager

Ligt facts only, not opinions or ssaumptions, Civa concrate 9nd spacific axsmplas 10 document Incorrect behavior, Plaase sttach

Answer * | Normal v B I ¥V Av = @8

VAl was 1ardy on tha followng datas:
July 2, Dy 5, Dy 13, July 17, July20, July 28

COVArage al openng

Due to not netifying managers of his tardiness, we could nal open one of our statians due to not having

@imxl)



25 Comments are required in this section. Include specific expectations of corrected

behavior.
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Complete Manager
Evaluation

Manager Fvaluation:
Corrective Action - Employee

Conduct Standards: Willie Ke...

(“hanone )
07/01/2026 - 07/28/2026
@

Disciplinary Action
Information

Severity of Corrective
Action

Infraction

Facts

Expectations

Future Consequences
Supporting Documents

Review and Submit

Click "Next™

Complete Manager
Evaluation

Manager Fvaluation:
Corrective Action - Employee

Conduct Standards: Willie Ke...

( Aotione |

07/01/2026 - 07/28/2026
]

Disciplinary Action
Information

Sevarity of Corrective
Action

Infraction

Facts

Expectations

Future Consequences
Supporting Documents

Review and Submit

|

Q  Willle Keith ® d

v Your chenges have been saved

Expectations
Inchucke specif of
Sample Verblage:

[Taam Mombar] should adhara 16 3ll ccmpany policies and the Emglayen Handbosk, and rapart 1a work as schadulad to avaid disruptians 10 tha
operstions,

[Taam Membar] should adhare 1o 3l company policses and the Fmglayee Handsook by pravding quality sanios 1o our customars.

[Tanm Mermber] should adhere 12 all campany policies and th yoo H: by complating all dties as assigned. [Taam Mermber] should
check In with managemnent if thay nead gudsnoa on which tasks nead 10 ba compiated.

[Taarm Mermbar] should sdhare 1 5il campany polices and the Emalayes Hancsosk by keeping ol phana Usnge to brasks anly

Question  Wnta tha camact bahavior and that meat Company
Manager
Answer ¥ Normal vie I V| Av =z e¢8 o .
N—
Expectations e
Inchucka specif) of h
Sample Verblage:

©

[Taam Maembar] should adbara 1o all campany policies and the Emplayen Handsosk, and raport 1o work as schadulad to avoid disruptians (o the
oparstions,

[Taam Mambar] should adbara 1o all campany polices and tha Emglayaes Handsaok by prowding quality sarvioa 10 our customars.

[Taarm Mombar] should sdbare 1o sl company polices snd the Englay, & by b oll dtian as sasigned. [Team Membar] should
cheokin with managenent if thay nead gudsnca on which tasks nead 10 ba compited.

[Taam Marnbar] should adhara 12 all campany policwns and tha Emglayes Hasdisask by keeping cal phana uanga o brasks anly

-

Question  V¥inta tha caraot bahavior and that moat Company
Manager
Answer ¥ Normal v B I Y Av iz ¢8 o

Starting immadiatey, Vllie should adhera to attendenca policles and report 10 work s schadulad. if
ha's going 10 ba Inte. ha neads 10 provick at kst 2 haurs notioa par tha polioy.

Dack ) ( Save ) Close )



27 Select the appropriate rating. Be sure to refer to the help text. This rating should
be the next step in the process that will happen if behavior is not corrected.
Comments are not required.

W complete Manager I o
Hone Evaluation Hthin is & Counsaling, than salact Wiittan Waming as the future consequance.
B Manager Fvaluation: I this ia o Vintten Warnng, then select Final Warning with or without susp o the fut 200 (pl MR doos ny
Corrective Action - Employee SUApaNS0n unlans thara 1s 8 pending Invastigation),
e 4 " :
Servicen Conduct Standards: Willle Ke... I this 18 & Final Waming, than sakect Te w5 tha fut. oa. It probk berwvior Dlan1a B4 SUN 10 AN
& ( Mavione ) befora maving forward with tlerminstion
07/01/2026 - 07/28/2026 *
Purni e
R @
Yeam Question  The Company fully expacts that this beravior wil baimprovad. Should this oantewa to ba an unresoived pratilom, the next
Disciplinary Action disoiinary stop may be (cheok ane)
a Information
. Manager
Sevarity of Corrective
Action An viz e B B
Projww Counseling
Infraction
(] Witien Waming
I ion Facts Final Warning n
o Final Warning With SuTpsaion
Expectations
Mere Managq 1 minstion
Future Consequences Rating * | select one v
Supporting Documents
] Review and Submit
Send
& ( back ) Next Save Close
= ”w "
28 Click "Next
W complete Manager e o
Home Evaluation It1his 13 8 Counsaling. 1han selact Writtan Warning 83 tha futura consaguanca.
o Manager Fvaluation: 1f this 5 5 Written Warning, then select Final Waenng with or without as tha f anee (o) te HR does d
Corrective Action - Employee suscansion unkess thera s a panding Investigation).
e
serwees. Conduct Standards: Willie Ke... I1his 3 & Final Warning, than selact Tarmination as tha future conseauanca. If prociamatic sahavior contruas, pleasa ba surato ga) ol
a (Aotions ) bafore moving fareard with temination
07/01/2026 - 07/28/2026 a
Purnal
& @
Team Question  Tha Company fully axpects that tha bahaviar will ba impraved. Shauld this continua to be an unresolved prosiam, the naxt
Disciplinary Action dhacsplinary step may be {chack cra)
a Information
Mecruting Manager
Severity of Corrective
Action Answer  Normal v B I Y Av = 8 u
Projes
Infraction
Omas e on Facts
e
Expectations
W Manager Summary
Future Consequences Rating * | Written Warning v
Supporting Documents
Review and Submit
R
Sewd

o Con) () () (o)



29 If you have corroborating statements, customer comments, or any additional
supporting documents, add them here. Anything attached will not be visible to the
team member when they acknowledge, but will be available to HR when
reviewing the corrective action.

Q  willie Keith ® o~ a
e Manager = 6

tion
- Evaluation: Supporting Documents A
e Action - Employee S
Standards: Willie Ke... Manager =
126 - 07/28/2026
Drop files here
or
sIplinary Action
irmation
erity of Corrective
on
action
ts
ectations
ire Consequences
porting Documents
lew and Submit
30 Click "Next”
W complete M e
pl anager
e Evaluation
a8 Manager Fvaluation: Supporting Documents
P Corrective Action - Employee
Services Conduct Standards: Willie Ke... Manager :
a Aotione [ ALT |
07/01/2026 - 07/28/2026 i w
Parns ral H
& @ Drop files here
Yo 5 %
Disciplinary Action {
] |
[— i
Severity of Corrective
=] Action
Projers
Infraction
Omaresson Facts
Expectations
Moe
Future Consequences

Supporting Documents

] Review and Submit

Sund




31  Click "Submit” The Corrective action will now go to the HR team. They will review
and either approve or send back with notes.

) Complete Manager e ,.
Hone Evaluation Question  The Company fully excacts that this behsvior will beinmoroved. Should this continue 10 be an urvasclvad problem, 1he r\mry
may be (crack ona): /7
a8 Manager Fvaluation:
Corrective Action - Employee
™ Conduct Standards: Willie Ke... Manager
Chotione Panvower
&
07/01/2026 - 07/28/2026
Ruce it Manager Summary
& @
Rating  Writien Warning
Team
Disciplinary Action
2 Information
Mecruting
a Severity of Corrective
Action Supporting Documents e
Projects
Infraction
&
Orparatan Facts
i Expectations
Mus
Future Consequences Process History
Supporting Documents Steohanie Techonl (024298)
q Complete Managar Evaluation for Discplnary Action- Awalting Acton
Review and Submit
R
Suwd

32 Onceapproved by HR, the corrective action will appear in your Workday inbox in a
hold step. Please meet with the team member prior to submitting this hold step.

Q  willie Keith ® @
- Y
My Tasks I All Items 22 wme W @ 7 Cremted 0020/2026 testie 07/20/2026 l ]’
Q  Search: All oms n Complete To Do Disolplinary Actian Meeting
| rems
94 Advanced Search {H &
-
tved Searches ¥ Disciplinary Action Meeting: o0y For Wallie Keith (033741)
Manager Evaluation: Corrective
Action - Employee Conduct Ovorall Process  Corractva Action - Cmployy dards: Wila Keth (033741)
Standards: Willle Keith (033741)
lters v i Tactive: DT2/2006 Overall Status I Progress
Instructions Meet with your emplo to-discuss thelr disciplinary action.
Shn ga0i6 Upon submission of this step, the employee will be able to
view & comment on the review.




33 Once you meet with your team member, Click "Submit”

My Tasks ¢ All Items .

Q " All s 1
| ltems

4% Advanced Scarch

wed Searcheo Disciplinary Action Meeting

Manager Evaluation: Corrective
Action - Employee Conduct
Standards: Willie Keith (033741)

12026 \{7

Iters
Clfuctive: 07/20/2026

chive

Wk Approve

snage Lelegations Elfactive: D71 672020
Due 07/26/2026
Effactive D7/724/2000

w e .

Complete To Do Disviplinury Action Meeting

For

Overall Process

Overall Status

Instivctions

34 wWe've built in a secondary hold step.

A T e

My Tasks ¢ All Items .

Q 3 All kams T
| ltems

% Advanced Search

Wved Searches Secondary Hold Step: Manager 0772

Evaluation: Corrective Action -
Employee Conduct Standards
Willie Keith (033741)

Iters
Eifactive: 07/20/2026

chive

Wk Approve

Yiile Keth (033741
active Action - Employes Conduot Standarde: Wille Keth (033741)
I Progres
Meet with your employee to discuss their disciplinary action.

Upon submission of this step, the employee will be able to
view & comment on the review.

Complete To Do Sevondury Hold Step

Vil Katth (033741)

Overall Process  Corractiva Action - Employes Conduct Standards: Wille Keth (023741)

Overall Stat

Instivctions

us 1o Progros

DO NOT SUBMIT UNTHI, YOU HAVE SPOKEN WITH YOUR
EMPLOYEE




35 Click "Submit™ after you've spoken with the team member. This will send the
corrective action to the team member’s workday inbox for acknowledgement.

My Tasks ¢ All Items -

Q  Search: All kama n
| ltems

T4 Advanced Search

Wved Searches Secondary Hold Step: Manager 0772

Evaluation: Corrective Action -
Employee Conduct Standards.
Willie Keith (033741)

2026 Q

Iters
Clfactive: 07/20/2026
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36 Once the team member receives the task, they will Click "Get Started”
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37 They can review a summary of what was discussed.
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38 They will Click "Next"
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They will select the appropriate option. Comments are not required. If the team

member selects HR Review Requested, the corrective action will go back to HR
and HR will reach out to the team member. If the team member does not select
HR Review, but does add comments, the corrective action will go back to HR to
review the comments and determine if additional follow up is necessary.
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40 The team member will Click "Submit”
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