How to Document a Discussion 
Purpose: 
This guide supports managers in documenting performance and behavior discussions in a clear, objective, and professional way. Well-written documentation helps ensure clarity of expectations, supports consistency, and provides an accurate record should a third party need to review the discussion.
Why documenting a discussion is important:
· Creates a clear, accurate record of what was discussed and agreed upon
· Ensures expectations are communicated consistently and unambiguously
· Supports fairness and objectivity by focusing on facts and observable behavior
· Reinforces accountability for both the manager and the employee
· Provides continuity if management changes or follow-up is required
Benefits of effective documentation:
· Helps employees understand expectations, next steps, and timelines
· Reduces misunderstandings or conflicting recollections of conversations
· Supports coaching, development, and performance improvement efforts
· Strengthens compliance with university policies and procedures
· Serves as documentation that may be referenced by HR or leadership, if needed
How to Document a Discussion: Process 
When documenting a discussion, be clear, factual, and specific. Your documentation should include the following elements:
· Summary of the discussion
· Briefly summarize what was discussed during the meeting.
· Include basic information such as:
· Employee and supervisor names
· Job Title/Department
· Date of discussion
· Dates and times of incident (if applicable).
· Factual documentation of what prompted the discussion.
· Clear expectations
· State what the relevant policy, procedure, or standard requires.
· Have the employee review and sign the relevant policy, procedure, or standard (if applicable).
· Clearly state that the discussion is informal, non-disciplinary, and for coaching or clarification purposes 
· Utilize the appropriate bargaining unit’s Informal Counseling document for guidance and conformity
· Behaviors or performance to address
· Describe:
· What behavior or performance must change
· What behavior or performance should continue
· Employee Perspective
· Include the employee’s explanation or context for why expectations are not being met
· Document the employee's response without judgment.  Do not argue or rebut the employee's statement.
· Provide an Action Plan with deadlines
· Be sure the action plan is realistic and equitable 
· Include any deadlines or expectations going forward
· Reference any resources that may be available to the employee (ADA, EAP, LOA)
· Include consequences if the employee fails to meet expectations. (corrective action up to and including termination)
Tips: 
· Focus on observable conduct or outcomes, not personal traits or assumptions about the employee 
· Set specific, measurable deadlines
· Avoid vague or unclear language about what improvement looks like
· Avoid absolute terms such as “always” or “never”
· Include positive or reinforcing comments where appropriate
· Write documentation as though it may be reviewed by a third party (e.g., HR, leadership, external reviewer



Documentation Example (E-Mail Format) 
To: Employee Name
From: Manager Name
Date: MM/DD/YYYY
Re: Follow-Up to One-on-One Discussion
Dear [Employee Name],
This email is to document our conversation on [date] regarding [briefly describe the performance or behavior topic].
During our discussion, we reviewed [summarize key points discussed]. You shared that [employee’s explanation or contributing factors shared].
As discussed, this issue is not aligned with [University, departmental, or policy expectation]. The expectation moving forward is that you will [clearly state required behavior or performance] by [specific deadline].
To support you in meeting this expectation, the following resources or guidelines are available:
· [Resource, training, job aid, policy, etc.]
We will meet again on [date] to review progress and discuss any additional support that may be helpful.
Please let me know if any expectations are unclear or if you believe I have missed any important details from our discussion.
Thank you,
[Manager Name]




Supervisors are responsible for securely storing documentation and maintaining confidentiality in accordance with applicable policies, retention requirements, and privacy standards.
