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Manager DocumentaƟon Quick Guide 

What to Document. What to Avoid. How to Protect Yourself and the Business. 

Most employee issues don’t escalate because of what happened. 
They escalate because nothing was documented, or it was poorly documented. 

Good documentaƟon: 
 Protects managers from personal liability 
 Protects the company from legal exposure 
 Creates clarity and fairness for employees 
 Prevents “he said / she said” situaƟons 

 
This guide gives managers a simple, safe framework, without legal jargon or HR overwhelm. 

When Managers Should Document 
Document when an issue involves paƩerns, performance, behavior, or risk. 

✔ Repeated performance issues 

✔ Missed deadlines or quality problems 

✔ AƩendance or punctuality paƩerns 

✔ Behavioral concerns (tone, professionalism, conduct) 

✔ Policy reminders aŌer verbal coaching 

✔ Follow-ups aŌer feedback conversaƟons 

✔ Any issue that might be quesƟoned later 

Rule of thumb: If you’d want to remember this clearly 6 months from now, write it down. 

When Managers Should Not Document (Yet) 
 First-Ɵme, minor issues resolved immediately 

 One-off misunderstandings with no impact 

 EmoƟonal reacƟons without facts 

 Medical details, diagnoses, or assumpƟons 

 Anything involving protected disclosures (loop in HR instead) 

Not every issue needs formal documentaƟon; but paƩerns always do. 
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The “Facts, Not Feelings” Rule 

DocumentaƟon must be objecƟve, factual, and specific. 

 

Document behavior. Not personality. When in doubt, pause and contact HR. 

The 5-Minute DocumentaƟon Habit 
AŌer any coaching or feedback conversaƟon: 

That’s it. You’re not wriƟng a novel. You’re creaƟng a clear record to protect yourself and the 
company. 

Write what 
happened 
(facts only)

Note when 
it occurred

Summarize 
what was 
discussed

Record 
expectations

Set a 
follow-up 

date
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One Final Rule 

DocumentaƟon is not punishment. 
It’s clarity. 

When done correctly, it: 

 Helps employees improve 

 Supports fair decisions 

 Protects everyone involved 

Strong managers document early, consistently, and calmly. 

Want the Full System? 

This guide only covers what to document. If you want the full framework for how to coach, 
escalate, and protect decisions legally: 

 

hƩps://performancehrpartners.com/performance-and-documentaƟon-playbooktm-for-managers  


