Importance of Documenting Performance for the
New Evaluation Cycle

The importance of documenting performance concerns cannot be understated, particularly as we enter a new
classified performance management cycle. Effective performance management hinges on clear documentation of
performance deficiencies as they arise. Documenting these concerns serves multiple crucial purposes that
contribute to the overall health and success of the organization. Here’s why it matters:

. Documentation provides a clear, objective record of performance issues. This clarity helps avoid
misunderstandings and ensures that both the supervisor and the employee have a factual basis
for discussion.

« Documented performance concerns form the basis for constructive feedback and improvement
plans. This enables supervisors to provide specific examples and data-driven insights during
performance reviews or coaching sessions.

. Documenting performance concerns reinforces organizational values and expectations. This
helps maintain consistency in performance management practices across teams and ensures
that everyone is held to the same standard.

. Documented performance concerns provide evidence-based support and enable supervisors to
make informed decisions grounded in observable data.

Documenting performance concerns isn’t just about managing underperformance—it's a fundamental practice
that supports fairness, transparency, and organizational effectiveness. By creating a clear and factual record of
performance issues, supervisors can enhance communication, ensure legal compliance, and ultimately create a
more productive and engaged workplace.

Best Practices for Documenting Performance Concerns

» Be Consistent and Timely: Documentation should be a regular, ongoing
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process rather than a last-minute effort during the annual evaluation process.
’\ Make it a habit to document both positive and negative performance
~, consistently, not just when there is a problem.

- Be Objective and Specific: Focus on measurable outcomes and behaviors

< \ rather than subjective opinions. Use specific examples and avoid vague
< L language.

» Link to Goals and Objectives: Always tie feedback to specific performance goals or objectives. This ensures the
documentation is actionable and helps employees understand what needs improvement and how to achieve it.

» Provide Expectations for Improvement: Clearly state expectations for future performance. Provide specific
deadlines, how performance will be measured, and consequences if improvement is not achieved.

Performance documentation doesn’t have to be overwhelming or complicated —
Contact your HR Consultant for guidance. @
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