Manager/Supervisor Name, Unit Name
Time Span of the Log
Management Log: [Employee Name]  
Documentation Best Practices
1. Stick to the facts. Don’t include judgements or opinions here (i.e. “I know he was lying.”)
1. Keep it confidential by saving or keeping the log in a place with limited access.	Comment by Moses, Kimberly A: Verifying this is only for Interventions. Where have we recommended documentation for regular performance conversations?	Comment by Morris, Kirsten A: Noted.
1. Include positive information/interactions and use the log when writing performance reviews.

	Date
	What Was Discussed
	Employee Response

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



