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						Fillable Form Corrective Action

						
							Corrective Action form is used by a business to document actions taken to correct a situation or behavior that was deemed undesirable for their work environment.						
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					What is a Corrective Action Form?





A Corrective Action Form or an Employee Corrective Action Form is a document that records the actions done to address problems concerning a specific employee.





Corrective Action is an important part of employee maintenance and is what ensures the correction of mistakes and misbehavior of employees. This way, the company will be able to keep an employee as a productive member of their team without firing them. The Corrective Action Plan Form makes this request for a behavioral change on the part of the employee a more formal and organized act.





However, you cannot simply create a corrective action form template for employees. This is because there must be a just cause for taking corrective action to validate that specific employee’s need for behavioral change. Human Resource Departments, who are responsible for enacting Corrective Action, would often refer to this as the Just Cause Standard and it involves the review of six factors:


	The employee must have been adequately warned or notified of their problematic behavior before. Furthermore, the employee must also have been warned of the possible consequences of their actions. This factor has exceptions when the employee has done something exceptionally unacceptable (e.g. theft or violence). By then, a notice for corrective action is optional but is not required.
	The violated rule or expectation must be of reasonable standards. If it is proven that you have set up an unrealistic expectation of the employee's abilities, then the corrective action is not valid and cannot be done.
	The employee will have the right to a fair investigation regarding the issue before the corrective action can begin to take place. This is to ensure that the corrective action is not based on a biased decision. To do this you will need to find objective information to see the issue more logically. Objective information can be any of the following, before performing corrective action you must have a concrete understanding of the situation:
		Date and time the incident or problem occurred
	Location of the incident or event
	List of other people who may have been involved or who witnessed the event
	Statements from witnesses or participants, as well as from the employee under investigation
	Documents or records related to the incident
	Assessment of the impact of the employee’s unsatisfactory performance or behavior on other people, the department, and the University


	






	After investigating, there must be substantial evidence to prove the misconduct of the employee.
	All corrective actions taken with the employee must be consistent with other corrective actions taken with other employees before. This is to show that there is no bias in the corrective actions and that all mistakes will be sanctioned the same way no matter who commits them.
	All corrective actions must match the level of seriousness of their offense. The more serious the offense the more severe the punishment should be. In addition, you keep in mind the performance history of the employee when deciding on the severity of the punishment.






How to fill out a Corrective Action Form?


For managers who need to perform corrective action on employees, you can find a Corrective Action Form PDF on any online document database that offers business and human resource templates. From there, you can download and print the form to fill it out manually.





Alternatively, you can fill out the form electronically using PDFRun.


Filling out the Form





Employee


Input the complete name of the employee who the corrective action is for.





Date


Input the month, day, and year this form is written.





Job Title or Department


Input the job title and under which department the employee is assigned.





Supervisor


Input the name of the supervisor assigned to the employee.





Level of Corrective Action


Check the box that corresponds to the type of corrective action taken in response to the employee’s misconduct.





	Verbal Warning or Counseling



This is when you speak with the employee personally to make them aware of their situation and the possible consequences of their actions. Furthermore, this can also be you giving them advice on how to improve their behavior.





	Written Warning



These come in the form of a letter, a memorandum, or a written notice concerning the actions of the employee. This makes the warning more formal as it will be an actual document giving them the information regarding the situation in the workplace with their behavior.





	Suspension without Pay



If their actions are not swayed by warnings or counseling, sanctions can be introduced by suspending the employee from the office. This means that the employee will not be able to go to work, which in turn, also means that they will not be paid for those hours.





	Probation



If you cannot afford to suspend an employee, you can assign them for probation. The employee will continue work as usual, but they will be watched closely by the supervisor or be assigned to a specific supervisor which will assess their skills and decide whether or not they are still fit to work for the company, or if anything needs to be improved.





	Demotion



For employees with a higher position, a sanction that can be implemented due to poor conduct is to lower their position in the company. This means that their responsibilities and duties will change along with their pay.





	Termination



This option is only used as a last resort. When you feel like an employee will not be able to change their behavior to suit the company policy you can terminate their contract and remove them from the company. It is advised, however, to let the employee undergo Probation first before finalizing their termination.





Problem


Input a concise description of the problematic behavior of the employee in question. If the employee has multiple problems, separate forms for each problem must be filled out.





Facts


Input the facts and evidence that support the claims that were made under the Problems section. If the evidence involves documents, images, and other forms of media, attach them to this form when submitting it.





Objective


Input the desired result from the Corrective Actions being done to the employee.





Further Disciplinary Action that Could Result from Failure to Show Improvement


Input the next level of corrective action that will be enacted if the corrective action being described in this form will not yield the desired improvement.





Comments


Input your comments regarding the situation and how has the corrective action affected the employee in question. In addition, other remarks and reminders for the problem employee’s situation should be mentioned here.





Re-evaluation Meeting Scheduled for


Input the month, day, and year, when the problem employee’s behavior will be evaluated again. From there, it can be decided whether or not to continue with the corrective actions or not.


Signatures


Signing this document does not necessarily mean that the employee agrees to all notions mentioned within the form. The signature is merely to represent that the employee has been revied and acknowledged by the employee.





Employee’s Signature


Affix the employee’s signature here. If the employee refuses to sign the document, input “REFUSED TO SIGN” here and affix your signature beside it as a witness. Your supervisor will send a copy of the form to the employee and the original copy of this form to the Human Resources Department.





Date


Input the month, day, and year that the employee signed or refused to sign this form.





Supervisor’s Signature


Affix the supervisor’s signature here.





Date


Input the month, day, and year that the supervisor signed this form.


Frequently Asked Questions About a Corrective Action Form


What are corrective actions?


Corrective action is an initiative taken to address a problem or non-compliance issue. Corrective actions are usually taken in response to customer complaints, audit findings, or incident reports. The purpose of corrective action is to prevent the recurrence of problems and non-compliance issues. Corrective actions typically involve the implementation of new processes or procedures or the improvement of existing ones.





There are four main types of corrective actions:


	Preventative corrective action — These are taken in an effort to prevent problems from occurring in the first place.
	Corrective action — These are taken in response to a problem that has already occurred. The goal is to fix the problem and prevent it from happening again.
	Detective corrective action — These are taken in an effort to identify problems before they occur.
	Corrective action plan — This is a formal document that outlines the corrective actions that will be taken in response to a problem or non-compliance issue.






The first step in taking corrective action is to identify the root cause of the problem or issue. Once the root cause has been identified, corrective actions can be taken to address it. Corrective actions should be documented and tracked to ensure that they are effective.





There are many benefits to taking corrective action, including improved customer satisfaction, reduced liability exposure, and increased compliance with regulations. However, corrective action can also be costly and time-consuming. As such, it is important to weigh the costs and benefits of taking corrective action before deciding to do so.





How do you write an employee corrective action form?


There is no one-size-fits-all answer to this question, as the content of an employee corrective action form will vary depending on the specific situation and company policy. However, there are some general guidelines that you can follow when creating such a form:


	Make sure that the form is clear and concise. Include all relevant information, such as the employee's name, job title, and dates of the infraction.
	Be specific about the corrective action that is being taken. This could include a verbal warning, written warning, probationary period, or termination of employment.
	Get signatures from both the employee and a witness (such as a supervisor) to confirm that the corrective action was taken.
	Keep a copy of the completed form on file for future reference.
	Make sure to communicate the corrective action to the employee in a clear and professional manner. Avoid using threatening or confrontational language.
	Be consistent in the application of corrective action forms. Do not single out one employee for discipline if others have committed similar infractions.
	Review the form with HR or a legal representative to ensure that it is compliant with company policy and applicable laws.
	Keep copies of all completed corrective action forms in the employee's personnel file.






By following these guidelines, you can ensure that your employee corrective action form is effective and compliant with company policy.





When should corrective action be issued?


There is no definitive answer to this question since it will depend on the specific situation and organization. However, some general guidelines that may be helpful include issuing corrective action when:


	There is a pattern of non-compliance with company policies or procedures
	There are safety concerns involved
	The behavior in question is causing problems for other employees or customers
	The employee has been warned about the behavior in the past but has failed to improve






Keep in mind that disciplinary action should always be progressive, meaning that it should start with a warning and move on to more serious consequences only if the behavior continues. Additionally, it’s important to document everything so that you can show that you’ve followed all the proper steps if the employee decides to take legal action.





How do you write a corrective action report?


When writing a corrective action report, you must first identify the problem that occurred and then take steps to correct it. It is important to be as specific as possible when describing the problem, as well as what actions are being taken to correct it. After the problem and corrective actions have been described, the report should be signed by a responsible party and filed away for future reference.





There are five main elements that should be included in every corrective action report:


	Problem description — This should include a clear and concise description of the problem that occurred, as well as where and when it occurred.
	Corrective actions taken — This section should describe the steps being taken to correct the problem. These steps should be specific and realistic and should be designed to prevent the problem from happening again in the future.
	Responsible party — This is the individual or individuals who are responsible for taking the corrective actions described in the report.
	Timeline — This is the date by which the corrective actions should be completed.
	Signature — The report should be signed by the responsible party to confirm that they have read and understood it.






It is important to note that corrective action reports are different from incident reports. Incident reports document what happened, while corrective action reports document what actions are being taken to prevent the problem from happening again. Corrective action reports should be filed away separately from incident reports so that they can be easily referenced in the future.





What is the CAPA format?


The CAPA format is a standardized system for documenting corrective and preventive actions. It includes four key sections:





	Problem Statement — This is a brief description of the issue that needs to be addressed.
	Corrective Action — This is a description of the steps taken to correct the problem.
	Preventive Action — This is a description of the steps taken to prevent the problem from occurring again.
	Closure Criteria — This is a set of criteria that must be met before the corrective and preventive actions can be considered complete.






The CAPA format can be used for any type of problem, whether it is a quality issue, a safety issue, or something else. It is a flexible system that can be adapted to fit the needs of any organization.





If you are looking for a way to improve your corrective and preventive action process, the CAPA format may be the answer. By using this system, you can ensure that all relevant information is documented and that actions are taken in a timely and effective manner.





How do you write an employee for disciplinary action?


There is no one-size-fits-all answer to this question, as the best way to write an employee for disciplinary action will vary depending on the specific situation and company policy. However, there are some general tips that can help ensure that your letter is effective and is achieving its intended purpose.





First, it is important to be clear and concise in your writing. This means avoiding any ambiguity or confusion by clearly stating the expectations and outlining the consequences for not meeting those expectations.





Then, it is also important to be professional and respectful in your language, even if the employee has acted in a way that is disrespectful or unprofessional. This will help maintain a constructive dialogue and prevent further escalation of the situation.





Finally, it is also helpful to provide specific examples of the behavior that is being addressed, as this will make it easier for the employee to understand what is expected of them and how they can improve.





Following these tips should help you write an effective letter for disciplinary action. However, if you have any further questions or concerns, be sure to consult with your human resources department for guidance.





What are the two types of corrective actions?


There are two types of corrective actions that can be taken in response to a problem or non-compliance issue:


	Preventive
	Remedial






Preventive corrective actions are designed to stop the problem from happening again in the future. They usually involve making changes to processes or procedures to eliminate the root cause of the problem. Preventive corrective actions aim to prevent the recurrence of the non-compliance issue.





Remedial corrective actions are taken after the fact, to mitigate the consequences of the problem and fix any damage that has already been done. Remedial corrective actions might include things like repairing damaged equipment, providing training to employees on how to avoid the problem in the future, or instituting new quality control measures. Moreover, disciplinary actions might be taken against employees who were responsible for the problem.





Both corrective action types are important in maintaining compliance with regulations and ensuring quality standards are met. The type of corrective action that is appropriate will depend on the specific situation. In some cases, a combination of both preventive and remedial corrective actions might be necessary to fully address the problem.





For example, if an employee makes a mistake that causes damage to equipment, repairing the equipment would be a remedial corrective action. But if the underlying cause of the mistake was poor training, then providing additional training to employees would be a preventive corrective action.





Corrective actions should always be documented and tracked so that you can see what is working and what isn’t, and make necessary changes as needed. An effective corrective action plan will help to ensure that problems are quickly and effectively resolved, and help to prevent them from happening again in the future.





Many organizations use corrective action software to automate the process of documenting and tracking corrective actions. Corrective action software can help to ensure that all steps in the corrective action process are followed and that nothing falls through the cracks. Additionally, corrective action software can provide valuable insights and data that can be used to improve processes and prevent problems from happening again in the future.





When choosing corrective action software, it is important to select a tool that is flexible and configurable so that it can be customized to meet the specific needs of your organization. Additionally, the software should be easy to use so that employees can quickly document corrective actions and track their progress. Furthermore, the software should provide reporting and analytics capabilities so that you can measure the effectiveness of your corrective actions and identify areas for improvement.





Nevertheless, whether automated or not, the corrective action process should always be reviewed periodically to ensure that it is effective and up-to-date. Additionally, employees should be trained on the corrective action process so that they know how to document and track corrective actions effectively.





Who is responsible for corrective action?


There are a few different stakeholders who may be responsible for corrective action in a given situation. It could be the responsibility of an individual, a team, or an organization. The specifics will depend on the situation and the context within which it occurs. In some cases, it may even be appropriate for multiple parties to share responsibility for corrective action.





Corrective action is typically taken in response to some kind of problem or issue. Therefore, the party or parties responsible for taking corrective action are those who are responsible for addressing the problem or issue at hand. In many cases, this will be the party or parties who are directly responsible for causing the problem in the first place. However, there may also be situations where someone else is more directly responsible for addressing the problem, even if they didn't cause it.





Ultimately, it is up to those who are responsible for corrective action to determine what needs to be done and to take the necessary steps to address the problem. This may involve taking immediate action to mitigate any negative effects of the problem, as well as putting into place measures to prevent the problem from happening again in the future. Corrective action can be a complex and daunting task, but it is important in order to maintain the safety, security, and effectiveness of whatever system or process is being affected.





How long does corrective action last?


Corrective action is designed to correct a problem that has been identified. The length of time it takes to complete corrective action will depend on the severity of the problem and what is needed to fix it. In some cases, corrective action may be completed quickly, while in other cases it may take months or even years to fully resolve the issue.





How do you verify corrective action?


There are a few ways to verify corrective action:


	Check if the issue has been resolved — This is the most direct way to verify corrective action. If the issue that prompted the corrective action in the first place is no longer present, then it stands to reason that the corrective action was successful.
	Speak to those who were involved in the corrective action — Another way to verify corrective action is to speak with those who were directly involved in implementing it. They will be able to tell you firsthand how effective the corrective action was and what challenges they faced during implementation.
	Review records and documentation related to the corrective action — A third way to verify corrective action is to review any records or documentation related to it. This could include meeting minutes, project plans, or email correspondence. This will give you a good idea of how the corrective action was planned and executed.
	Observe how the process or procedure has changed since the corrective action was taken — Another way to verify corrective action is to observe how the process or procedure has changed since the corrective action was taken. This will give you a good indication of whether or not the corrective action was successful in achieving its goal.
	Follow up with employees to ensure they understand and are following the new process or procedure — It’s important to follow up with employees after corrective action has been taken to ensure that they understand the new process or procedure. This will help prevent future issues and ensure that the corrective action is truly effective.






These are just a few ways to verify corrective action. The most important thing is to be thorough and make sure that the issue has been resolved and that employees are following the new process or procedure. By taking these steps, you can be confident that corrective action was successful and that your business is running smoothly.





What is a CAPA report?


A CAPA report is a corrective and/or preventive action report. It is used to document an organization's response to a problem or opportunity identified during an audit, review, or other processes. The CAPA report should include a description of the issue, the actions taken to address the issue, and the results of those actions.





The purpose of a CAPA report is to ensure that corrective and preventive actions are taken in a timely manner and that they are effective in addressing the underlying problems or opportunities. A well-written CAPA report can also help to prevent future issues from occurring.





When writing a CAPA report, it is important to be clear and concise. Be sure to include all relevant information, such as dates, names, and locations. Be sure to also include a description of the problem or opportunity, the actions taken to address it, and the results of those actions.





If you are unsure of how to write a CAPA report, there are many templates and examples available online. Be sure to choose a template that is appropriate for your organization's needs.





When writing a CAPA report, keep in mind that it should be clear, concise, and complete. The goal is to ensure that corrective and preventive actions are taken in a timely manner and that they are effective in addressing the underlying problems or opportunities. A well-written CAPA report can also help to prevent future issues from occurring.





Related Articles:


	How to Conduct Corrective Action (Discipline)
	Positive Corrective Action Procedure
	How to Write an Employee Corrective Action Form
	Corrective Action: Plan, Report, and Examples
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