Types of Documentation Job Aid

	Official Documentation

	Characteristics
	Types of Documentation To Maintain

	· Is information used for the employee’s performance review or for formal performance-based actions.  

· Must be shared with the employee.  It is best to have the employee sign the official documentation to show that he or she has reviewed it.

· Is kept in a separate folder or file with the employee’s name on it.

· May be used in legal or adverse action disputes.


	· Records of formal performance discussions.

· Records of any performance counseling sessions as a result of deterioration in performance.

· Notes concerning any performance issue that may lead to formal feedback or adverse action.

· Employee input (information submitted by the employee).

Note:  Consult with your Human Resources Office for information on documentation that your agency is required to maintain.



	Supervisor Notes

	Characteristics
	Types of Documentation To Maintain

	· Are memory joggers of regarding performance.

· Must be maintained by you and for your personal use.

· Must not be shown to anyone.

· Are usually kept in a notebook or a calendar that contains information on many topics.

· Must not be kept under any official system of agency records.

Note:  The Privacy Act allows you to keep personal notes, as long as the above conditions are met.  Even supervisor notes, however, can be subpoenaed and are subject to disclosure in discovery before most administrative and judicial proceedings.


	· Notes about all your employees.

· Observations about performance problems and other job behaviors - both positive and negative.

· Notes on informal positive and constructive feedback discussions.

· Notes from informal discussions or meetings.
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