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Acknowledging a Corrective Action 

Managers can initiate corrective actions to address an employee’s non-compliance with 

expectations. It is important that you use this opportunity to make necessary changes to meet 

performance expectations and organizational requirements. While you alone are accountable 

for your performance, your Manager is available to answer questions and give you feedback 

on your progress.  
 

1. Once your Manager initiates the corrective action process in Workday, you will receive a task 

titled “Manager Evaluation: Corrective Action Plan: [Your Name]” in your My Tasks Inbox. Click 

the task to open its details on the right-hand side of the screen. 

 

 
 

2. Review the task details. Then, click Get Started.  
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3. Review the corrective action Summary, including Action Level, Action Details, Duration, 

Supporting Documents, Employee Acknowledgment/At Will Disclaimer and 

Acknowledgement. Then, click Next.  

 

 
 

4. Provide your Acknowledgement of the corrective action by checking Acknowledge in the 

Status field. Then, click Submit.  

 

 

 

 
 

Please note that your acknowledgement does not indicate agreement or disagreement with 
the contents.  Acknowledgement indicates agreement with the following statement: 
 
I have received a copy of this notification. It has been discussed with me, and I have been advised to 
take time to consider it before I sign it. I have freely chosen to agree to it, and I accept full responsibility 
for my actions. By signing this, I commit to follow the company’s standards of performance and conduct. 

 


