DOCUMENTATION JOB AID
(For Initial Performance Issues or Misconduct)
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Documentation to Include:

* Date(s) of current & past incidents

* Action/inaction and impact (ex: operational, staffing, etc.)

* Context (ex: from discussion with employee, emails, previous
documentation)

* Expectation violated and clarification of expectation
moving forward (include policy or rule if applicable)

» Suggested further action (if applicable)

o If training or coaching is recommended, include action(s)
and timeline
* Follow up (include when and how)
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