
Working a Letter of Counseling (LOC) Corrective Action Record in 
ELR ServiceHub

End

For more detailed instructions, review the ELR ServiceHub User Guide.
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Open a Performance 
Management Case in ELR 

ServiceHub
(click to view Process Map)

Set the Corrective Action 
Status to “Pending ELR 

Review”

Review the Draft LOC

Are edits 
necessary? Yes

No

Set the Corrective Action 
Status to “Pending Edits/

Info (HR/Supervisor)”

Review edits/
suggestions/questions 
from ELR Consultant

Set the Corrective Action 
Status to “Pending 

Issuance”

Finalize the LOC
(e.g., letterhead, 

signature(s), Proof of 
Service, as needed)

Issue the LOC

Complete the Remaining 
Fields on the Corrective 

Action Record

Is Employee DX- or 
NX-Represented? Yes

No Add the LOC and any 
attachments to the 

Records Task

Set the Case Status to 
“Pending Records”

Set the Corrective Action 
Status to “Closed”

Did the EE file a 
GRV/PPSM-70? Yes

No

Leave the Performance 
Management Case Open 
until the GRV/PPSM-70 is 

resolved

Once Records Task is 
Closed, Set Case Status to 

“Closed Complete”
X
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Set the Corrective Action 
Status to “Issued”

7

i.e., Discussion date, 
discussion held by, Also 

present

https://docs.google.com/document/d/1Ox8uZ6JMI-uIDmeRpoCs6O1mp2wqtxTNjH6zwTur14o/edit?usp=sharing
https://docs.google.com/document/d/1Ox8uZ6JMI-uIDmeRpoCs6O1mp2wqtxTNjH6zwTur14o/edit?usp=sharing
https://drive.google.com/file/d/15de5j2bIB6dxs9xV4F0feM2bzXExNqZd/view?usp=drive_link
https://drive.google.com/file/d/15de5j2bIB6dxs9xV4F0feM2bzXExNqZd/view?usp=drive_link
https://docs.google.com/document/d/1Ox8uZ6JMI-uIDmeRpoCs6O1mp2wqtxTNjH6zwTur14o/edit?usp=sharing
https://docs.google.com/document/d/1Ox8uZ6JMI-uIDmeRpoCs6O1mp2wqtxTNjH6zwTur14o/edit?usp=sharing
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