Documenting Performance Job Aid

	Documentation Guidelines

	You are responsible for maintaining documentation related to your employees’ performance.  It is in an employee’s best interest to make sure you remember his or her good performance as well as that which needs improvement.

Keep the following guidelines in mind when you are documenting an employee’s performance. 

· Include complete identification of the situation, circumstances, or results of the performance.

· Use brief, specific, and detailed statements that support the facts.

· Include information on the impact of the performance.

· Include information that illustrates performance in relation to expectations.

· Be objective. Do not include biases or judgments.

· Include only data that reflect performance and results.

· Keep the documentation confidential by keeping official documents locked in file cabinets and not leaving your notes in open view.

· Maintain the same documentation system for all employees.  

· Establish folders to hold work samples and observation notes.  Set up one folder for each employee.   Keep a copy of the employee’s performance elements and standards in the folder to remind yourself to collect information about all of them.
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